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FOREWORD 


The  following  Rules  and  Procedures  are  adopted  pursuant  to 
the  authority  vested  in  the  Police  Commission  for  the  gov- 
ernment, discipline  and  administration  of  the  Police  Depart- 
ment of  the  City  and  County  of  San  Francisco. 

These  Rules  and  Procedures  are  designed  to  guide  members  of 
the  department  in  carrying  out  the  duties,  responsibilities 
and  obligations  imposed  upon  them  by  law  or  necessarily  as- 
sumed in  carrying  out  the  department's  objective.  Any  vio- 
lations of  these  Rules  and  Procedures  may  be  made  the  sub- 
ject of  disciplinary  charges  against  members  responsible 
for  such  violations. 

These  Rules  and  Procedures  must  be  considered  as  a  means  to 
an  end,  not  as  an  end  in  themselves. 

Command  is  synonymous  with  initiative  and  self-reliance  in 
meeting  and  accepting  responsibility.  Defects  or  weakness 
in  police  operation  may  be  traced  largely  to  the  ineffici- 
ency, indifference  or  ineptitude  of  commanding  officers. 
Excuses  to  evade  responsibility  cannot  be  accepted  or  tol- 
erated. 

Professionalization  of  police  service  is  rapidly  gaining  re- 
cognition, but  it  can  win  universal  acclaim  and  permanent 
status  only  if  the  actions  of  the  police  are  reflected  in  in- 
telligent, sincere,  efficient  and  courteous  service. 
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II 

LAW  ENFORCEMENT  CODE  DF  ETHICS 


As  a  LAW  ENFORCEMENT  OFFICER,  my  fundamental  duty  is  to  serve 
mankind,  to  safeguard  lives  and  property;  to  protect  the  in- 
nocent against  deception,  the  weak  against  oppression  or  in- 
timidation, and  the  peaceful  against  violence  or  disorder;  and 
to  respect  the  constitutional  rights  of  all  men  to  liberty, 
equality  and  justice. 

I  will  keep  my  private  life  unsullied  as  an  example  to  all; 
maintain  courageous  calm  in  the  face  of  danger,  scorn,  or 
ridicule,  develop  self-restraint;  and  be  constantly  mindful 
of  the  welfare  of  others.   Honest  in  thought  and  deed  in 
both  my  personal  and  official  life,  I  will  be  exemplary  in 
obeying  the  laws  of  the  land  and  the  regulations  of  my 
department.   Whatever  I  see  or  hear  of  a  confidential  nature 
or  that  is  confided  to  me  in  my  official  capacity  will  be 
kept  ever  secret  unless  revelation  is  necessary  in  the  per- 
formance of  my  duty. 

I  will  never  act  officiously  or  permit  personal  feelings, 
prejudices,  animosities,  or  friendships  to  influence  my  deci- 
sions. With  no  compromise  for  crime  and  with  relentless  pro- 
secution of  criminals,  I  will  enforce  the  law  courteously  and 
appropriately  without  fear  or  favor,  malice  or  ill  will, 
never  employing  unnecessary  force  or  violence  and  never  ac- 
cepting gratuities. 

I  recognize  the  badge  of  my  office  as  a  symbol  of  public 
faith,  and  I  accept  it  as  a  public  trust  to  be  held  so  long 
as  I  am  true  to  the  ethics  of  police  service.   I  will  con- 
stantly strive  to  achieve  these  objectives  and  ideals,  ded- 
icating myself  before  God  to  my  chosen  profession  .  .  .  LAW 
ENFORCEMENT. 
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Ill 

JURISDICTION 


The  boundary  lines  of  the  City  and  County  of  San  Francisco 
as  defined  by  Section  3946  of  the  Political  Code  of  Calif- 
ornia: 

"Beginning  at  the  southwest  corner,  being  northwest  corner 
of  San  Mateo,  in  Pacific  Ocean,  on  the  extension  of  north- 
erly line  of  township  three  south,  of  Mount  Diablo  base: 
thence  northerly  along  the  Pacific  Coast  to  its  point  of 
intersection  with  westerly  extension  of  low-water  line  on 
northern  side  of  the  entrance  to  San  Francisco  Bay,  being 
southwest  corner  of  Marin  and  northwest  corner  of  San  Fran- 
cisco; thence  easterly  through  Point  Bonita  and  Point  Cav- 
allo,  to  the  most  southeastern  point  of  Angel  Island,  all  on 
the  line  of  Marin,  as  established  in  section  three  thousand 
nine  hundred  twenty-nine;  thence  northerly,  along  the  east- 
erly line  of  Marin,  to  the  northwest  point  of  Golden  Rock 
(also  known  as  Red  Rock),  being  a  common  corner  of  Marin, 
Contra  Costa,  and  San  Francisco;  thence  due  southeast  four 
and  one-half  statute  miles  to  a  point  hereby  established  as 
the  corner  common  to  Contra  Costa,  Alameda,  and  SBn  Fran- 
cisco; thence  southeasterly,  on  the  western  line  of  Alameda 
County  to  a  point  on  the  north  line  of  township  three  south, 
range  four  west,  Mount  Diablo  base  and  meridian;  thence 
westerly  on  township  lines  and  an  extension  thereof  to  the 
place  of  beginning.   The  islands  known  as  the  Farralones 
(Farrallons)  shall  be  attached  to  and  be  a  part  of  said  city 
and  county." 

In  reservations  owned  by  the  United  States  and  used  for  na- 
val, military,  postal,  customs,  or  obher  Federal  purposes, 
the  authority  of  the  United  States  is  supreme. 
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IV 


POLICE  DISTRICT  BOUNDARIES 


COMPANY  "A"  CENTRAL  DISTRICT 


Beginning  at  the  intersection  of  the  prolongation  of  th 
Street  and  the  waters  of  the  San  Francisco  Bay;  thence 
the  waters  of  the  San  Francisco  Bay  to  the  intersection 
southern  boundary  of  the  Union  Depot  (Ferry  Building), 
the  prolongation  of  the  southern  boundary  of  the  Union 
the  Embarcadero,  thence  northwesterly  along  the  center 
the  center  line  of  Market  Street;  thence  southwesterly 
ket  Street  to  the  center  line  of  Leavenworth  Street;  th 
ter  line  of  Leav/enworth  Street  to  the  center  line  of  Br 
the  center  line  of  Broadway  to  the  east  boundary  of  the 
northerly  along  the  east  boundary  of  the  military  reser 
circular  drive  to  the  west  of  the  Palace  of  Fine  Arts) 
Cisco  Bay  to  the  point  of  commencement. 


e  center  line  of  Leavenworth 
easterly  and  southerly  along 

of  the  prolongation  of  the 
thence  southwesterly  along 
Depot  to  the  center  line  of 
line  of  the  Embarcadero  to 
along  the  center  line  of  Mar- 
ence  northerly  along  the  cen- 
oadway;  thence  westerly  along 

military  reservation;  thence 
vation  (including  the  semi- 
to  the  waters  of  the  San  Fran- 
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COMPANY  "B"  SOUTHERN  DISTRICT 


Beginning  at  the  intersection  of  the  center  line  of  Eleventh 
line  of  Market  Street;  thence  northeasterly  along  the  center 
to  the  center  line  of  the  Embarcadero;  thence  southeasterly 
of  the  Embarcadero  to  the  intersection  with  the  prolongation 
ary  of  the  Union  Depot;  thence  northeasterly  along  the  prolo 
boundary  of  the  Union  Depot  to  the  waters  of  the  San  Francis 
along  the  waters  of  the  San  Francisco  Bay  to  the  intersectio 
of  Sixteenth  Street;  thence  westerly  along  the  center  line  o 
center  line  of  Vermont;  thence  northerly  along  the  center  li 
the  center  line  of  Division  Street;  thence  westerly  along  th 
Street  to  the  center  linB  of  Eleventh  Street;  thence  northwe 
line  of  Eleventh  Street  to  the  point  of  commencement. 


Street  and  the  center 
line  of  Market  Street 
along  the  center  line 

of  the  southern  bound- 
ngation  of  the  southern 
co  Bay;  thence  southerly 
n  with  the  center  line 
f  Sixteenth  Street  to  the 
ne  of  Vermont  Street  to 
e  center  line  of  Division 
sterly  along  the  center 


COMPANY  nC"  PDTRERD  DISTRICT 


Beginning  at  the  intersection  of  the  center  lines  of  Sixteenth  Street  and  the  waters 
of  the  San  Francisco  Bay;  thence  southerly  along  the  waters  of  the  San  Francisco  Bay 
to  the  intersection  with  the  San  Mateo  County  Line;  thence  westerly  along  the  San 
Mateo  County  Line  to  the  intersection  with  the  center  line  of  Cordova  Street;  thence 
northwesterly  along  the  center  line  of  Cordova  Street  to  the  center  lines  of  Naples 
Street;  thence  northeasterly  along  the  center  line  of  Naples  Street  to  the  center 
line  of  Silver  Avenue;  thence  easterly  along  the  center  line  of  Silver  Avenue  to  the 
center  line  of  Silver  Avenue  to  the  center  line  of  Bowdoin  Street;  thence  northerly 
along  the  center  line  of  Bowdoin  Street  to  the  center  line  of  A.lemany  Boulevard; 
thence  northeasterly  along  the  center  line  of  Alemany  Boulevard  to  the  west  line  of 
the  James  Lick  Memorial  Freeway  to  the  south  line  of  Army  Street;  thence  northerly 
and  easterly  along  the  center  line  of  the  Freeway  to  the  center  line  of  the  Sixteen- 
th Street;  thence  easterly  along  the  center  line  of  Sixteenth  Street  to  the  waters 
of  the  San  Francisco  Bay  and  the  point  of  commencement. 


COMPANY  "D"  MISSION  DISTRICT 


Beginning  at  the  intersection  of  the  center  line  of  Eleventh  Street  and  the  center 
line  of  Market  Street;  thence  southerly  along  the  center  line  of  Eleventh  Street  to 
the  center  line  of  Division  Street;  thence  easterly  along  the  center  line  of  Division 
Street  to  the  center  line  of  Vermont  Street;  thence  southerly  along  the  center  line 
of  Vermont  Street  to  the  center  line  of  Sixteenth  Street;  thence  easterly  along  the 
center  line  of  Sixteenth  to  the  center  of  the  Jame9  Lick  Memorial  Freeway;  thence 
southerly  along  the  center  line  of  the  James  Lick  Memorial  Freeway  to  the  center  line 
of  Army  Street; thence  westerly  along  the  center  line  of  Army  Street  and  its  prolon- 
gation to  the  center  line  of  Portola  Drive;  thence  westerly  along  the  center  line  of 
Portola  Drive  to  the  center  line  of  Twin  Peaks  Boulevard;  thence  northerly  along  the 
center  line  of  Twin  Peaks  Boulevard  to  the  center  line  of  Clayton  Street;  thence 
northeasterly  along  the  center  line  of  Clayton  Street  to  the  center  line  of  the  pro- 
longation of  Upper  Terrace;  thence  northeasterly  along  the  center  line  of  Upper  Ter- 
race to  the  center  line  of  Buena  Vista  Avenue  East;  thence  northeasterly  along  the 
center  line  of  Buena  Vista  Avenue  East  to  the  center  line  of  Duboce  Avenue;  thence 
easterly  along  the  center  line  of  Duboce  Avenue  to  the  center  line  of  Market  Street; 
thence  northeasterly  along  the  center  line  of  Market  Street  to  the  center  line  of 
Eleventh  Street  and  the  point  of  commencement. 
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COMPANY  "E"  NORTHERN  DISTRICT 


Beginning  at  the  point  where  the  center  line  of  Leavenworth  Street  intersects  the  cen- 
ter line  af  Market  Street;  thence  southwesterly  along  the  center  line  of  Market  Street 
to  the  center  line  of  Dubnce  Avenue;  thence  westerly  along  the  center  line  of  Duboce 
AvBnue  to  the  center  line  of  Steiner  Street  to  the  center  line  of  Broadway;  thence 
easterly  along  the  center  line  of  Leavenworth  to  the  point  of  commencement. 


COMPANY  HF»  PARK  DISTRICT 


Beginning  at  the  intersection  of  the  center  line  of  Steiner  Street  and  the  center 
line  of  Ouboce  Avenue;  thence  westerly  along  the  center  line  of  Ouboce  Avenue  to  the 
center  line  of  Buena  Vista  Avenue  East;  thence  southwesterly  along  the  center  line 
of  BuBna  Vista  Avenue  Ea9t  to  the  center  line  of  Upper  Terrace;  thence  southwesterly 
along  the  center  line  of  Upper  Terrace  and  its  prolongation  to  the  center  line  of 
Clayton  Street;  thence  southerly  along  the  center  line  of  Clayton  Street  to  the  cen- 
ter line  of  Twin  Peaks  Blvd.;  thence  southerly  along  the  centBr  line  of  Twin  Peaks 
Blvd.,  to  the  center  line  of  Portola  Drive;  thence  southwesterly  along  the  center 
line  of  Portola  Drive  to  the  center  line  of  Woodside  Avenue;  thence  westerly  along 
the  center  line  of  Woodside  Avenue  (excluding  the  Youth  Guidance  Center)  to  the  cen- 
ter line  of  Laguna  Honda  Blvd.;  thene  northwesterly  along  the  center  line  of  Laguna 
Honda  Blvd.  and  Seventh  Avenue  to  the  center  line  of  Lincoln  Way;  thence  easterly 
along  the  center  line  of  Lincoln  Way  to  the  center  line  of  Kezar  Drive;  thence  north- 
erly along  the  center  linB  of  Kezar  Drive  to  the  center  line  of  South  Drive;  thence 
westerly  along  the  centsr  lins  of  South  Drive  to  the  center  line  of  Bowling  Green 
Road;  thence  northsrly  along  the  center  line  of  Bowling  Green  Road  to  the  canter  of 
Main  Drive;  thence  wssterly  along  the  center  line  of  Main  Drive  to  the  centsr  line  of 
North  Ridge  Drive;  thence  northerly  along  the  center  line  of  North  Ridge  Drive  to  the 
center  line  of  Arguello  Blvd.  Road;  thence  northerly  along  the  center  line  of  Argu- 
ello  Blvd.  Road  to  the  center  line  of  Fulton  Street;  thence  easterly  along  the  center 
line  of  Fulton  Street  to  the  center  line  of  Masonic  Avenue;  thence  northerly  along 
the  center  line  of  Masonic  Avenue  to  the  center  line  of  Geary  Blvd.;  thence  easterly 
along  the  center  line  of  Geary  Blvd.  to  the  center  line  of  Presidio  Avenue;  thence 
northerly  along  the  center  line  Presidio  Avenue  to  its  intersection  with  the  south 
boundary  of  the  Military  Reservation  (Pacific  Avenue);  thence  easterly  along  the 
south  boundary  of  the  Military  Reservation  to  the  east  boundary  of  the  Military  Reser- 
vation (Lyon  Street);  thence  northerly  along  the  east  boundary  of  the  Military  Reser- 
vation to  the  center  line  of  Broadway;  thence  easterly  along  the  center  line  of  Stei- 
nBr  Street;  thence  southerly  along  the  center  line  of  Steiner  Street  to  the  center 
line  of  Duboce  Avenue  and  the  point  of  commencement. 


COMPANY  "G"  RICHMOND  DISTRICT 


Beginning  at  a  paint  where  the  center  line  of  Arguello  Blvd, 
center  line  of  Fulton  Street;  thence  easterly  along  the  cent 
to  the  center  line  of  Masonic  Avenue;  thence  northerly  along 
Masonic  Avenue  to  the  center  line  of  Geary  Blvd;  thence  east 
of  Geary  fllvd;  to  the  center  line  of  Presidio  Ave.,  to  the  s 
tary  Reservation;  then  westerly  along  the  south  line  of  the 
the  Pacific  Ocean;  then  westerly  and  southerly  along  the  3ho 
Ocean  to  a  point  where  said  Shoreline  intersects  the  prolong 
of  Lincoln  Jay;  thence  easterly  along  the  center  line  of  Lin 
line  of  Hezar  Drive  at  Third  Ave;  thence  northerly  along  the 
Drive  to  the  center  line  of  South  Drive;  thence  westerly  alo 
South  Drive  to  the  center  line  of  Bowling  Green  Road;  thence 
er  line  of  Bowling  Green  Road  to  the  center  line  of  Main  Dri 
the  center  line  of  Main  Drive  to  the  center  line  of  North  Ri 
along  the  center  line  of  North  Ridge  Drive  to  the  center  lin 
thence  northerly  along  the  center  line  Df  Arguello  Blvd.  Roa 
Arguello  Blvd,  at  Fulton  Street  and  the  point  of  commencemen 


intersects  with  the 
er  line  of  Fulton  Street 

the  center  line  of 
erly  along  the  center  line 
outh  boundary  of  the  Mili- 
Military  Reservation  to 
reline  of  the  Pacific 
ation  of  the  center  line 
coin  way  to  the  center 

center  line  of  Kezar 
ng  the  center  line  of 

northerly  along  the  cent- 
ve;  thence  northerly  along 
dge  Drive  thence  northerly 
e  of  Arguello  Blvd.  Road; 
d  to  the  center  line  of 
t. 
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Si.  Francis 
YachlChbA 


Beginning  at  a 
line  of  Army  St 
center  line  of 
to  the  center  1 
Junipero  Serra 
Mateo  County  Li 
the  center  line 
easterly  along 
thence  easterly 
Street;  thence 
of  Alemany  Blvd 
west  boundary  o 
west  boundary  o 
along  the  cente 
point  of  commen 


COMPANY  "H"  INGLESIDE  DISTRICT 

point  where  the  center  line  of  Alabama  Street  intersects  the  center 
reet;  thence  westerly  along  the  center  line  of  Army  Street  to  the 
Portola  Drive;  thence  westerly  along  the  center  line  of  Portola  Drive 
ine  of  Junipero  Serra  Blvd;  thence  southerly  along  the  center  line  of 
Blvd,  to  the  San  Mateo  County  Line;  thence  easterly  along  the  San 
ne  to  the  center  line  of  Cordova  Street;  thence  northwesterly  along 

of  Cordova  Street  to  the  center  line  of  Maples  Street;  thence  north- 
the  center  line  of  Naples  Street  to  the  center  line  of  Silver  Avenue; 

along  the  center  line  of  Silver  Avenue  to  the  center  line  of  Bowdoin 
northerly  along  the  center  line  of  Bowdoin  Street  to  the  center  line 
;  thence  northeasterly  along  the  center  line  of  Alemany  Blvd.  to  the 
f  the  James  Lick  Memorial  Freeway;  thence  northeasterly  along  the 
f  the  Freeway  to  the  center  line  of  Army  Street;  thence  westerly 
r  line  of  Army  Street  to  the  center  line  of  Alabama  Street  to  the 
cement. 
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COMPANY  "I"  TARAUAL  DISTRTRT 


Beginning  at  a  point  where  the  center 
Mateo  County  Line  northerly  along  the 
er  line  of  Portola  Drive;  thence  north 
to  the  center  line  of  Uoodside  Avenue; 
Woodside  Avenue  (Co.  1  to  include  the' 
Laguna  Honda  Blvd.;  thence  northwester 
Honda  Blvd.  and  Seventh  Avenue  to  the 
along  the  center  line  of  Lincoln  way  t 
shoreline  of  the  Pacific  Ocean  to  the 
Mateo  County  Line;  thence  easterly  alo 
of  Junipero  Serra  Blvd.  and  the  point 


line  of  Junipero  Serra  Blvd. intersects  the  San 
center  line  of  Junipero  Serra  Blvd.  to  the  cent- 
easterly  along  the  center  line  of  Portola  Drive 

thence  northwesterly  along  the  center  line  of 
Youth  Guidance  Center)  to  the  center  line  of 
ly  and  northerly  along  the  center  line  of  Laguna 
center  line  of  Lincoln  way;  thence  westerly 
o  the  Pacific  Ocean;  thence  southerly  along  the 
point  where  the  shoreline  intersects  the  San 
mg  the  San  Mateo  County  Line  to  the  center  line 
of  commencement. 


I 
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SIGNIFICATION  OF  WORDS 


Words  used  in  this  Manual  in  the  present  tense  include  the  future  as  well  as  the 
present,  the  singular  includes  the  plural  and  the  plural  the  singular. 

The  following  words  have  in  this  Manual  the  signification  attached  to  them  in  this 
section  unless  otherwise  apparent  from  the  context* 

1.  CITY  AND  COUNTY 

City  and  County  of  San  Francisco. 

2.  CHARTER 

Charter  of  the  City  and  County  of  San  Francisco. 

3.  DEPARTMENT 

San  Francisco  Police  Department. 
k.  BOARD 

The  Police  Commission. 

5.  CHIEF 

The  Chief  of  Police. 

6.  MEMBERS 

The  members  and  employees  of  the  Police  Department. 

7.  DISTRICT 

An  administrative  area  composed  of  patrol  sections,  sectors  and  beats, 
commanded  by  a  captain. 

8.  5ECTI0N 

An  area  of  a  district,  supervised  by  a  patrol  sergeant. 

9.  SECTOR 

An  area  of  motorized  patrol. 

10.  BEAT 

An  area  of  foot  patrol. 

11.  PLOT 

An  area  into  which  districts  are  divided  for  statistical  purposes. 

12.  WATCH 

An  eight  (8)  hour  tour  of  duty. 

13.  DAY 

Twenty-four  (.2k)    hours  commencing  at  8:00  AM  and  ending  at  8:00  AM  the 
following  day. 
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Ik.  UJEEK 

Seven  (7)  successive  twenty-four  (ZU)   hour  periods  cammenclng  at  8::00  AH 
Sunday. 

15.  SHALL 

Is  mandatary. 

16.  MAY 

Is  permissive. 

17.  COMMANDING  OFFICER 

A.  A  member  assigned  in  charge  of  a  major  functional  unit  answering  di- 
rect to  the  Chief. 

B.  The  Qfficer-in-Charge  of  the  City  Prison. 

C.  Captains  in  command  of  police  districts. 

D.  The  Officer-in-Charge  of  the  Bureau  of  Communications. 

18.  OFFICER-IN-CHARGE 

A.  A  member  assigned  in  charge  of  a  subordinate  detail  of  a  major  func- 
tional unit  under  the  supervision  of  a  commanding  officer. 

B.  Unless  otherwise  designated,  the  senior  officer  present  for  duty  in 
any  unit,  bureau  or  detail. 

19.  SUPERVISORY  OFFICER 

A  member  assigned  under  a  commanding  officer  or  officer-in-charge,  but 
above  members  assigned  at  the  lBvel  of  execution. 

20.  COMMISSIONED  OFFICER 

A  member  having  the  rank  of  lieutenant  or  higher. 

21.  NON-COMMISSIONED  OFFICER 

A  member  holding  the  rank  of  sergeant. 
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ORGANIZATION  AND  ADMINISTRATION 
l.DD 

1.D1     The  government  and  management  of  the  department,  its  affairs  and  its  member 
shall  be  vested  in  The  Police  Commission  under  the  provisions  of  Section  35 
of  the  Charter. 

1.03     THE  POLICE  COMMISSION  SHALL  APPOINT; 

.1   The  Chief  of  Police 

.2   Patrol  Special  Officers 

1.05     THE  CHIEF  OF  POLICE  SHALL  APPOINT: 

.1   From  among  Captains  of  Police: 

a.  Chief  of  Inspectors  (subject  to  approval  of  the  Board) 

b.  Supervising  Captains  of  Districts 

.2   From  among  Lieutenants  or  higher: 

a.  Director  of  Traffic  (Subject  to  approval  of  the  Board) 

b.  Director  of  Personnel 

c.  Captain  of  Inspectors 

d.  Captain  of  Traffic 

e.  Commanding  Officer,  Juvenile  Bureau 

f.  Commanding  Officer,  City  Prison 

g.  Commanding  Officer,  Bureau  of  Communications 

.3   From  among  Sergeants  or  higher: 

a.  Director  of  Criminal  Information 

b.  Supervising  Officer,  Mounted  Service 

•  **   From  among  the  members: 

a.  Deputy  Chief 

b.  Assistant  Deputy  Chief 

c.  Department  Secretary  (Said  appointed  member  shall  be  given  the  title  of 
"Captain"  and  shall  be  addressed  accordingly) 

d.  Commanding  Officer,  Intelligence  Unit 

e.  Commanding  Officer,  Planning  and  Research  Bureau 

f.  Secretary,  The  Police  Commission 

g.  Director,  Bureau  of  Special  Services 
h.   Property  Clerk 

i.   Inspectors,  from  among  those  who  have  held  the  position  of  Assistant 

Inspector  for  at  least  two  (2)  years, 
j.   Assistant  Inspectors 
k.   Inspector,  School  Traffic  Patrols 

. 5   Subject  to  Civil  Service  Examination  and  Qualifications: 

a.  Captains 

b.  Lieutenants 

c.  Sergeants 

d.  Patrolmen 

e.  Women  Protective  Officers 

f.  Criminologist 

g.  Laboratory  Technician  (Criminalist  ) 
h.  Inspector  of  Automotive  Equipment 

i.   Range  Master 

j.   Other  Civilian  Personnel 
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6.  From  Among  Qualified  Persons; 

a.  Assistant  Patrol  Special  Officers 

b.  Special  Officers 

c.  Reserve  Police  Officers 

d.  The  Police  Surgeon 

e.  The  Police  Chaplains 

1.07     The  following  shall  be  the  order  of  rank  in  thB  Department: 

CHIEF 

DEPUTY  CHIEF 

CHIEF  OF  INSPECTORS 

DIRECTOR  OF  TRAFFIC 

SUPERVISING  CAPTAIN 

DEPARTMENT  SECRETARY 

DIRECTOR  OF  PERSONNEL 

CAPTAIN  OF  INSPECTORS 

CAPTAIN  OF  TRAFFIC 

DIRECTOR  OF  CRIMINAL  INFORMATION 

CAPTAIN  OF  POLICE 

DIRECTOR  OF  SPECIAL  SERVICES 

LIEUTENANT  OF  POLICE 

SERGEANT  OF  POLICE 

PATROLMAN 

WOMAN  PROTECTIVE  OFFICER 
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GENERAL  REGULATIONS 
2.00 

DUTIES  AND  RESPONSIBILITIES 

2.01    Tha  Police  Department  and  its  members  shall  havB  the  power  and  it  is  their 
duty  to: 

,i  Prevent  Crime. 

.2  Protect  Life  and  Property 

.3  Detect  and  Arrest  Offenders. 

,k  Preserve  the  Public  Peace. 

.5  Enforce  all  Penal  Laws  and  Ordinances. 

A  MEMBER: 

2.03    Shall  at  all  times  preserve  the  peace,  prevent  crimB,  detect  and  arrBst  of- 
fenders and  enforce  all  criminal  laws,  penal  ordinances  and  all  laws  and  or- 
dinances regulating  vehicular  and  psdBstrian  traffic  and  travel  upon  public  highways. 

2.05    When  assigned  to  perform  the  duties  of  a  higher  rank,  a  member  shall  be   gov- 
erned by  all  orders,  rules  and  procedures  affecting  that  rank  and  be  respon- 
sible accordingly. 

2.07    Unless  otherwise  ordered,  When  two(2)  or  more  membars  ars  on  duty  together, 

the  highest  ranking  officer  present  shall  be  in  charge  and  be  responsible 
for  the  efficient  execution  of  the  assignment. 

2.09    Unless  otherwise  ordered,  when  (2)  or  more  membBTB  of  equal  rank  ars  on  duty 
together,  the  senior  member  shall  bB  in  charge  and  be  responsible  according- 
ly. 

2.11    A  member  of  the  Bureau  of  Inspectors,  or  other  specialized  unit  charged  with 

the  final  investigation,  assigned  to  the  scene  or  a  crime  or  other  incident 
shall  immediately  assume  personal  charge  of  the  investigation  phase  and  be  responsi- 
ble therefor. 

GENERAL  DEPORTMENT 

2.13    Any  breach  of  the  peace,  neglect  of  duty,  misconduct  or  any  conduct  on  thB 

part  of  any  member  either  within  or  without  the  state  which  tends  to  sub- 
vert the  good  ordsr,  efficiency  or  discipline  of  the  department  or  which  reflects 
discredit  upon  the  departmsnt  or  any  member  thereof  or  that  is  prejudicial  to  the  ef- 
ficiency and  discipline  of  the  department,  though  such  offenses  are  not  spscifically 
definBd  or  laid  down  in  these  Rules  and  Procedures  shall  be  considered  unoff icerliks 
conduct  triable  and  punishable  by  the  Board. 

2.15    A  member  shall,  when  relieved  as  unfit  to  exercise  police  duty,  immBdiatsly 

submit  to  his  commanding  officer  a  written  report  in  his  own  handwriting  se- 
tting forth  in  detail  his  answer  to  the  accusation  of  such  unfitness. 

2.17    Whenever  ten(10)  or  more  members  have  just  cause  to  beliBve  that  any  mattBr 

affecting  members  of  the  department  may  be  improved,  and  desirB  a  hearing 
on  samB,  they  shall  submit  a  written  petition,  subscribing  same,  to  the  Chief  sstt- 
ing  forth  their  reasons  for  such  change.  The  Chief  shall  approve  or  disapprove  and 
transmit  said  petition  to  the  Board  for  consideration.   Upon  call  of  thB  Board,  the 
members  subscribing  such  petition  shall  have  the  right  to  freely  address  the  Board 
on  the  subject. 

2.19    Shall  reside  within  a  distance  of  thirty  (30)  air  miles  from  the  City  Hall 
of  the  City  and  County  during  incumbency  in  office  or  period  of  employmsnt, 
however,  he  may  live  outside  the  stated  radius  upon  authorization  of  the  Retirament 
Board,  filed  in  the  office  of  the  Civil  Service  Commission.   At  the  time  of  submit- 
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ting  an  application  far  permission  to  live  outside  the  stated  radius,  a  copy  shall 
be  filed  with  this  department. 

2.21    Shall  report  in  writing  to  his  commanding  officer  any  change  Df  residencs, 

with  new  address  and  telephone  number,  if  any,  within  twenty-four  (2*0  hours 
after  said  change  has  been  made. 

2.23    Shall  report  to  his  commanding  officer  prior  to  any  absence  from  the  legal 

residential  limitations  (2„19)  in  excess  of  twenty-four  (2<t)  hours,  and  give 
the  address  or  manner  in  which  he  can  be  located  during  such  absence. 

2.25    Shall,  except  in  case  of  sickness  or  disability  rendering  him  unfit  to  per- 
form police  duty,  hold  himself  in  readiness  at  all  times  to  perform  said  duty. 

2.27    Shall  report  for  roll  call  fifteen  (15)  minutes  before  the  hour  of  commence- 
ment of  his  tour  of  duty. 

2.29    Shall,  during  his  watch  or  tour  of  duty,  devote  his  entire  time  and  attention 

to  the  efficient  performance  of  police  business  and  shall  not  engage  in  any 
other  business  or  calling. 

,1  Shall  not  engage  in  any  other  business  or  calling  without  prior  written  per- 
mission from  the  Chief  of  Police,  except  while  suspended  or  on  Leave  of  Abs- 
ence without  Pay,  subject  to  Charter  provisions. 

.2     Shall  not  engage  in  any  other  business  or  calling  whule  off  duty  on  Sick  LBBve 
with  Pay  or  Disability  Leave  with  Pay,  notwithstanding  the  fact  that  prior 
written  permission  to  engage  in  such  other  business  or  calling  has  been  re- 
ceived from  the  Chief  of  Police. 

.3     Shall,  when  applying  for  permission  to  engage  in  secondary  employment,  submit 
such  application  not  less  than  ten  (10)  days  prior  to  the  beginning  date  of 
such  employment. 

.t>     Shall,  when  applying  for  renewal  of  permission  to  engage  in  secondary  employ- 
ment, submit  such  application  not  less  than  ten  (10)  day3  prior  to  the  ex- 
piration date  of  the  current  application. 

2.31    Shall  at  all  times  address  superior  officers  by  title  of  rank. 

2.33    Shall  be  respectful  to  his  superior  on  all  occasions  whether  on  or  off  duty. 

2.35    Shall,  in  the  performance  of  his  duty,  be  polite,  civil  and  orderly  in  his  con- 
duct and  deportment,  maintain  patient  decorum  and  command  of  temper  and  ref- 
rain from  the  use  of  harsh,  violent,  coarse,  profane  or  uncivil  language.  When  reques- 
ted, his  name,  star  number  and  assignment  shall  be  given  in  a  courteous  manner. 

2.37    Shall,  when  answering  the  telephone,  be  prompt  and  courteous  at  all  times. 
Shall  give  the  station,  bureau  or  unit  and  his  rank  and  name. 

2.39    Shall  be  neat  and  clean  in  his  appearance  and  maintain  his  uniform  and  equip- 
ment in  good  order  and  ready  for  immediate  use. 

2 . t»l    Shall,  while  in  uniform: 

.1     Keep  same  securely  buttoned  and  refrain  from  the  practice  of  placing  the  hands 
in  the  pockets  unnecessarily. 

.2     Except  when  assigned  to  and  actually  performing  duty  within  a  police  building, 
wear  the  uniform  cap. 

2.U3    Shall,  when  he  comes  in  contact  with  a  person  having  a  contagious  disease  or 

when  he  has  been  exposed  to  contagion,  immediately  report  such  fact,  and  make 
written  report  to  his  commanding  officer. 

2.ii5    Shall  strictly  obey  and  promptly  execute  the  lawful  orders  of  his  superior 
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officers.  In  case  of  conflict  of  orders  from  superior  officers,  he  shall  res- 
pectfully call  thB  attention  of  the  superior  officer  giving  the  last  order  to  such  con- 
flict, should  the  latter  not  change  his  order  it  shall  be  obeyed  and  the  member  shall 
not  be  held  responsible  for  disobedince  of  any  former  order  in  obeying  said  last  order. 

2.t»7    Shall,  when  assigned  to  special  details  by  competent  authority,  be  subject  tD 

and  governed  by  the  provisions  of  this  manual,  Shall  be  held  strictly  respons- 
ible for  the  success  of  such  details,  the  enforcement  of  all  criminal  laws,  penal 
ordinances,  rules  and  procedures  connected  therewith. 

2. i«9    Shall,  when  called  upon  by  a  superior  officer,  or  by  one  specially  assigned  by 

lawful  authority  to  conduct  an  investigation  involving  police  matters,  or  any 
matter  affecting  the  conduct  of  a  member  or  members,  truthfully  answer  all  questions 
propounded.  All  reports,  statements  and  declarations  made  orally,  or  in  writing  in  the 
foregoing  matters  shall  contain  the  truth  without  Bvasion. 

2.51    Whenever  he  discovers  or  has  his  attention  called  to  a  lost  person,  whether  an 

or  off  duty,  he  shall  proceed  immediately  to  assist  said  person.  If  his  resi- 
dence is  located  in  thB  immediate  vicinity  of  the  place  where  found,  he  shall  be  taken 
thBre.  If  the  rBsidencs  is  not  so  located  he  shall  be  taken  to  the  station  of  the  dist- 
rict whBTB  found. 

2.53    Shall,  when  detailed  to  guard  a  prisoner  at  a  hospital,  report  on  duty  at  thB 

station  of  ths  district  in  which  the  hospital  is  located  and  to  the  officer-in- 
charge  of  said  station.  After  having  so  reported,  he  shall  proceed  immediately  to  his 
detail.  He  shall,  unless  otherwise  ordered  by  the  commanding  officer  of  the  district  in 
which  the  hospital  is  located,  report  off  duty  at  the  station  of  said  district,  and  to 
the  off icer-in-charge  thereof. 

2.55    Shall,  when  assigned  to  guard  prisoners  in  hospital  wards,  take  post  within 
the  ward. 

2.57    Shall,  if  it  becomes  necessary  to  perform  surgical  operations  or  emergency 

treatment  on  prisoner  patients,  remain  outside  the  operating  room  or  emergency 
treatment  room. 

2.59    Shall  when  assigned  to  guard  prisoners  in  the  Psychiatric  Detention  ward, 

check  his  service  revolver  and  club  with  the  steward  before  entsring  the  ward. 

2.61    Shall,  whether  on  or  off  duty,  make  written  report  to  his  commanding  officer 
of  any  crime  or  other  occurrences  of  a  police  nature,  which  comes  to  his  at- 
tention and  which  has  not  already  received  the  attention  of  some  other  member. 

2.63    Shall,  when  a  letter,  complaint  in  writing,  or  other  written  communication  is 

givsn  to  him  for  investigation,  or  the  taking  of  police  action  during  his  tour 
of  duty,  return  said  letter,  complaint  in  writing  or  other  written  communication  at 
the  End  of  his  tour  of  duty,  together  with  report  showing  action  taken. 

2.65    Senior  members,  including  patrol  wagon  drivers,  shall  be  assigned  to  the  day 
watch.  Seniority  of  service  shall  be  determined  as  follows. 

.1     Seniority  of  all  members  of  the  department  shall  be  determined  from  the  date 
of  appointment  to  their  respective  ranks  in  the  department. 

.2     Assignments  to  the  day  watches  shall  be  made  according  to  seniority  and  deter- 
mined from  the  date  of  appointment  tD  their  respective  ranks  in  the  depart- 
ment. 

2.67    Shall,  as  soon  as  practical  after  thB  discharge  of  his  firearm,  notify  the 

station  keeper  of  the  district  wherein  the  incident  occurred  and  submit  a  wri- 
tten report  of  such  fact  to  his  commanding  officer.  Such  written  report  shall  be  in 
addition  to  any  other  report  normally  made,  and  a  copy  shall  be  forwarded  to  the  of*- 
ficB  of  thB  Assistant  Deputy  Chief. 

2.69    Shall  bB  held  rBsponsible  for  the  proper  care,  maintenance  and  SBrvics  of  all 
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departmental  property  assigned  to  his  use,  and  shall  promptly  report  in  writing  to  his 
commanding  officer  the  loss,  damagB  or  unserviceable  condition  of  same. 

2.71    Shall,  when  investigating  criminal  cases  in  preparation  for  or  in  anticipation 

of  criminal  prosecution,  interview  each  available  witness,  taking  his  name, 
address  and  telephone  number  and  a  synopsis  of  the  testimony  which  he  expects  to  give 
at  the  trial.  When  possible,  in  felony  cases,  statements  of  witnesses  shall  be  reduced 
to  writing,  read  to  them  and  their  signatures  procured.  Should  a  witness  desire  to 
make  corrections  'in  this  statement  such  corrections  shall  be  made  by  him.  Words  to  be 
corrected  shall  not  be  erased.  Corrections  shall  be  made  by  interlineation  or  upon  the 
margin  or  some  othBr  available  space  on  the  page  on  which  the  correction  is  to  made. 
In  all  such  cases  where  correction  is  made,  the  statement  shall  definitely  show  the 
signature  of  the  person  making  it.  All  such  statements  and  corrections  shall  be  wit- 
nessed by  the  officer  taking  them.  If  a  person  other  than  a  member  is  present  and 
available  as  a  witness  to  the  taking  of  a  statement,  his  name,  address  and  telephone 
number  shall  also  be  subscribed. 

2.73    Shall,  when  any  article,  document,  weapon,  instrument,  paper,  material,  or 

substance,  is  seized  for  use  in  evidence,  make  a  memorandum  immediately  of  the 
circumstances  connected  with  the  seizure.  The  member  first  obtaining  possession  of 
such  evidence  shall  identify  it  by  his  initial  or  some  other  mark  or  symbol  of  id- 
entification personal  to  him.  Evidence  shall  be  carefully  handled  and  maintained  so 
that  its  use  in  a  criminal  prosecution  shall  not  be  retarded  or  rendered  ineffectual. 

2.75    Shall,  upon  receiving  an  unregistered  warrant,  or  procuring  a  warrant  of  arrest, 
cause  Bame  to  be  properly  registered.   If  the  complainant  ie  available,  he  shall 
be  taken  to  the  place  of  registration  in  order  that  necessary  data  may  be  supplied  by 
him. 

2.77    Shall,  when  a  warrant  of  arrest,  subpoena  or  citation  is  received  by  him,  exe- 
cute same  without  delay  in  the  manner  prescribed  by  law.  Uhen  executed,  proper 
return  shall  be  made  thereon  and  each  unsuccessful  attempt  to  serve  said  warrant,  sub- 
poena or  citation  shall  be  made  the  subject  of  a  written  report. 

2.79    Shall  refer  to  the  Chief  all  officers  coming  to  the  city  from  other  jurisdic- 
tions who  require  other  than  routine  assistance  of  the  department.   A  member 
assigned  to  assist  such  officers  shall  keep  the  Chief  informed  of  the  details  of  the 
assignment  and  shall  make  a  report  of  the  final  result. 

2.80  Shall,  if  involved  in  a  motor  vehicle  accident  while  on  duty,  notify  or  cause 
to  be  notified,  the  office  of  the  Enforcement  and  Investigation  Detail  of  the 

Traffic  Bureau  without  unnecessary  delay  and  cause  the  appropriate  reports  to  be  made. 

.1    Shall,  if  involved  in  a  motor  vehicle  accident  while  off  duty,  notify  or  cause 
to  be  notified,  the  office  of  the  Enforcement  and  Investigation  Detail  of  th8 
Traffic  Bureau  without  unnecessary  delay  and  cause  the  appropriate  reports  to 
bB  made,  under  the  following  conditions: 

a.  The  member  is  operating  a  motor  vehicle  wherein  such  vehicle  is  other  than 
legally  and  correctly  parked,  and, 

b.  If  injury  or  death  occurs,  or, 

c.  If  property  damage  occurs  in  an  amount  requiring  a  report  to  be  made  to 
the  California  Vehicle  Code  (Sec.  160DD). 

PROHIBITED  ACTIVITIES 

2.81  Shall  not  use  a  private  automobile  for  official  police  business  except  with 
the  permission  of  his  commanding  officer. 

2.83    Shall  not  smoke  while  in  uniform  at  any  public  funcition  or  in  any  othsr 
public  place. 

EXCEPT: 
.1     While  on  patrol  duty  between  12:0D  Midnight  and  6:00  AM. 
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.2     While  on  inside  duty  and  not  engaged  in  the  transaction  of  business  with  a 
superior  officer  or  a  civilian. 

2.85    Shall  not  chew  any  substance  while  in  military  formation  or  while  detailed  at 

public  functions  or  while  testifying  as  a  witness  before  any  court,  tribunal 
or  board. 

2.87    Shall  not,  except  in  the  performance  of  police  duty,  converse  with  prisoners 

in  custody  without  permission  from  the  Chief,  Chief  of  Inspectors  or  his  com- 
manding officer. 

2.89    Shall  not,  directly  or  indirectly,  be  concerned  in  making  any  compromise  bet- 
ween persons  suspected  of,  or  arrested  for,  crimes  and  persons  who  have  suf- 
fered by  their  acts,  with  a  view  of  permitting  the  persons  suspected  of  crime  to  es- 
cape the  penalties  provided  by  law.  Shall  immediatley  report  to  his  commanding  officer 
in  writing  any  knowledge,  or  information  received,  that  a  compromise  is  about  to  be  or 
has  been  made  in  their  cases. 

2.91    Shall  not,  in  a  business  office  or  other  place  open  to  public  view,  or  while 

in  uniform  on  a  public  street  or  in  a  public  place,  read  a  newspaper  or  other 
literature  except  in  the  discharge  of  his  duty. 

2.93    Shall  not  recommend  to  prisoners  or  persons  involved  in  accidents  the  name  or 
employment  of  any  person  as  an  attorney,  but  upon  being  requested,  shall  not- 
ify any  attorney  such  persons  may  designate. 

2.95    Shall  not  loan  or  give  money  or  anything  of  valUB  to  persons  in  custody,  ex- 
cept upon  permission  of  the  of ficer-in-charge  of  such  persons. 

2.97    Shall  not  participate  in  any  game  of  chance  in  any  station,  office  or  bureau 
of  the  department. 

2.99    Shall  not,  except  in  the  performance  of  police  duty,  visit  any  place  wherein 
he  knows  or  suspects  that  any  penal  statute  or  ordinance  is  being  violated. 

2.1D1   Shall  not  sleep  while  on  duty. 

2.103   Shall  not  make  erasures  in  department  records.  Changes  and  corrections  shall 

be  made  by  drawing  a  red  ink  line  through  the  words  or  letters  to  be  correct- 
ed and  inserted  in  red  ink  the  correction  or  change.  The  initials  and  star  number  of 
the  member  making  the  correction  shall  also  be  indicated  in  red  ink. 

2.105   Shall  not  remove  police  reports  and  records  from  a  station,  bureau  or  office, 
except  in  conformity  with  the  provisions  of  law,  rules  and  procedures,  or  up- 
on the  order  of  the  Board  or  Chief,.  Copies  of  said  records,  however,  may  be  made  by 
a  member  when  necessary  in  the  performance  of  police  duty. 

2.107   Shall  not,  without  permission  of  the  Chief,  participate  in  public  athletic 
contests  where  admission  is  charged. 

2.109   Shall  not  become  a  candidate  in  any  popularity  or  voting  contest  for  a  prize 

of  any  description.  When  his  name  has  been  entered  in  said  contest  without 
his  permission,  he  shall  take  such  steps  as  may  be  necessary  to  withdraw  his  name 
from  said  contest. 

2.111  Shall  not,  initiate,  propose,  advance  or  influence  legislation  affecting  the 
department  or  its  personnel  except  by  permission  of  the  Board. 

2.112  No  member  shall  pay  any  sum  of  money  or  offer  any  other  gratuity  or  consider- 
ation with  the  intent  and  purpose  of  facilitating,  inducing  or  encouraging  the 

retirement  of  any" officer,  member  or  employee  of  this  Department  for  the  purpose  of 
achieving  a  higher  civil  service  classification,  rating  or  standing,  either  for  him- 
self or  any  other  officer,  member  or  employee,  nor  shall  he  directly  or  indirectly  be- 
come a  party  to  any  such  transaction. 

2.113  Shall  not  actively  participate  in  politics  relative  to  the  election  or  appoint 
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-merit  of  public  officials.  Neither  shall  he  take  active  part  in  such  political  campa- 
igns or  in  soliciting  votes  or  in  levying,  contributing  or  soliciting  funds  or  sup- 
port for  the  purpose  of  favoring  or  hindering  the  appointment  or  election  of  candi- 
dates for  public  office. 

2.115    Shall  not,  in  his  official  capacity,  bestow  testimonials  or  collect  or  re- 
ceive money  or  anything  of  value  from  any  person.  He  shall  not  circulate 
subscription  papers  or  books  or  sell  tickets  for  any  purpose  except  by  permission  of 
the  Board.  Nothing  in  this  section  shall  prevent  the  Chief  from  authorizing  the  col- 
lection of  a  department  welfare  fund  or  a  commanding  officer,  by  permission  of  the 
Chief,  from  collecting  a  floral  fund  on  behalf  of  his  company  or  unit. 

2.117    Shall  not  organize  or  become  a  member  of  or  solicit  membership  in  any  organ- 
ization, club  or  group  within  the  department  without  the  approval  of  the 
Chief. 

2.119    Shall  not  belong  to  any  organization,  association,  society  or  group,  the  act- 
ivities or  purpose  of  which  will  in  any  way  interfere  with  or  control  the 
work  or  services  of  such  member  in  his  official  capacity. 

2.121    Shall  not  obtain  or  endeavor  to  obtain  for  himself  or  others,  by  means  tend- 
ing to  reflect  discredit  upon  the  department,  admission  to  public  places 
where  admission  is  charged. 

2.123    Shall  not,  while  in  uniform,  carry  packages  of  merchandise,  except  those 
pertaining  to  police  business. 

2.125    Shall  not,  while  on  duty  or  in  uniform,  drink  any  kind  of  intoxicating  liquor 

or  whether  on  or  off  duty  be  under  the  influence  of  intoxicating  liquor  to 
such  an  extent  that  he  will  not  always  be  prepared  to  exercise  police  powers  and  be 
entrusted  with  the  performance  of  police  duty  in  a  calm,   deliberate  and  efficient 
manner. 

2.127    Shall  not,  except  in  the  performance  of  police  duty,  transport, cause  or  per- 
mit to  be  transported,  any  intoxicating  liquor  in  any  police  vehicle. 

2.129    Shall  not,  except  in  the  performance  of  police  duty,  bring, cause  or  permit 
to  be  brought  any  intoxicating  liquor  into  a  police  building. 

2.131    Shall  not,  while  on  duty,  convey,  accompany  or  take  intoxicated  persons  to 
their  abodes  without  oermission  of  his  superior  officer. 

2.133     Shall  not  commence  suit  for  the  collection  of  damages  sustained  in  the  dis- 
charge of  police  duty  without  permission  from  the  Board. 

2.135    Shall  not  bring  suit  aginst  any  department,  tribunal  or  commission  of  the 
city  and  county  without  first  notifying  the  Board. 

2.137    Shall,  when  served  with  a  claim  for  damages,  complaint,  summons,  or  subpoena, 

involving  passible  liability  on  the  part  of  the  City,  immediately  notify  in 
writing  the  office  of  the  Assistant  Deputy  Chief  of  Police  (Legal  Office),  indicating 
the  date  and  time  of  service.  When  served  with  a  summons  and  complaint,  these  shall 
be  forwarded  immediately  with  the  report. 

2.139    Shall,  before  appearing  as  a  witness  on  behalf  of  the  defense  in  any  criminal 

proceeding  or  in  any  proceeding  before  the  Board,  submit  a  written  report  to 
his  commanding  officer  notifying  him  that  he  has  been  subpoenaed,  or  instructed  or 
requested  to  so  appear  to  testify  and  by  whom.  He  shall  include  in  said  report  a  state- 
ment of  the  testimony  expected  of  him. 

2.1U1    Shall,  before  testifying  as  a  defense  witness  in  any  criminal  proceeding,  in- 
form the  office  of  the  prosecuting  attorney  as  soon  as  possible  of  the  ser- 
vice upon  him  of  such  subpoena. 

2. 1^3    Shall  not  serve  a  subpoena,  summons  or  other  paper  in  a  civil  action  nor  ren- 
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der  any  assistance  in  such  a  case;  provided,  however,  that  where  a  crime  is 
commited  under  circumstances  authorizing  an  arrest,  said  arrest  may  be  made  notwith- 
standing the  fact  that  the  background  of  said  crime  may  also  involve  a  civil  dispute. 

2. 1^5    Shall  not,  under  any  pretense,  receive  or  share  in,  for  his  own  benefit  or 

that  of  others,  any  present,  fee,  compensation,  gift  or  emolument  for  police 
service  additional  to  his  regular  pay  or  compensation,  except  by  permission  of  the 
Board. 

2.1*»7    Shall  not  accept  any  gratuity,  compensation,  reward  or  gift,  resulting  from 

or  connected  in  any  way  with  the  arrest  of  a  person,  except  by  the  permission 
of  the  Board. 

2.1*49    Shall  not  solicit  or  accept  any  present,  compensation  or  reward  from  any  per- 
son conducting  a  business  upon  or  within  his  beat,  section,  district  or  as- 
signment, except  by  permission  of  the  Board. 

2.151     Shall,  when  tendered  any  reward  or  present  arising  out  of  meritorious  or  any 

extraordinary  service  rendered  by  him  in  the  discharge  of  his  duty,  report 
that  fact  in  writing  to  the  Board  within  twenty-four  (2«0  hours  thereafter  and  shall 
furni9h  the  following  particulars  in  connection  therewith: 

.1    Date  of  tender  of  receipt  of  reward  or  present. 

.2    Name  and  address  of  donor. 

.3    State  of  character  and  extent  of  services  rendered. 

.<♦    Written  acknowledgment  from  donor  that  reward  or  present  was  not  solicited 

or  demanded  by  member,  but  that  same  was  given  freely  and  voluntarily  in  ap- 
preciation of  service  rendered. 

2.153    The  Board  may  for  meritorious  and  extraordinary  police  service  rendered  by 

a  member  in  the  discharge  of  his  duty,  permit  said  member  to  retain  for  his 
own  benefit  any  reward  or  present  or  any  part  thereof  tendered  to  him. 

2.155    Shall,  within  twenty-four  (2k)   hours  after  receipt  of  a  subpoena  requiring 

testimony  as  an  expert  witness  in  any  civil  dt  criminal  proceeding,  make  writ- 
ten report  to  the  Chief  setting  forth  therein  the  particulars  upon  which  the  member  is 
expected  to  testify. 

2.157    Shall,  within  twenty-four  (.2k)   hours  after  tender  or  receipt  of  a  fee  for 

testifying  in  a  criminal  proceeding  which  fee  is  in  excess  of  the  legal  fee 
set  by  law,  or  for  being  interviewed  in  connection  with  the  taking  of  a  deposition  in 
a  criminal  proceeding,  make  written  application  to  the  Board  to  receive  said  fee.  Such 
fee  shall  only  be  acceptable  when  the  following  conditions  have  been  met: 

.1  Member  has  been  legally  subpoenaed. 

.2  Member  testified  during  off-duty  hours. 

.3  Fee  is  in  form  of  a  check  made  payable  to  member. 

.k  Fee  does  not  exceed  one  day's  pay. 

2.159    Shall  not  furnish  information  to  bail  bond  brokers  or  to  their  servants,  ag- 
ents or  employees  regarding  persons  arrested;  or  any  investigation  made  or 
to  be  made;  or  any  activity  carried  on  or  about  to  be  carried  on  by  the  department, 
except  such  as  may  be  required  by  law.  When  information  is  furnished  to  a  bail  bond 
broker  or  to  his  servant,  agent  or  employee  in  accordance  with  the  law  that  fact  shall 
be  made  known  immediately  to  the  officer-in-charge  of  his  station,  bureau,  or  unit. 

2.161     Shall  not  communicate,  except  in  the  performance  of  police  duty,  any  infor- 
mation respecting  any  complaint  made,  order,  rule  or  procedure  enacted  for 
the  government  of  the  department. 

2.163    Shall  not  communicate  or  cause  to  be  communicated  directly  or  indirectly,  any 

information  which  may  enable  a  person  suspected  of  or  charged  with  crime  to 
escape  from  arrest  or  punishment,  or  that  may  enable  him  to  dispose  of  or  secrete  any 
property  unlawfully  obtained. 
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2.165    Shall  not  communicate  with  other  police  departments  with  reference  to  police 

business  except  through  the  Office  of  the  Chief  or  upon  the  orders  of  the 
Chief  of  Inspectors. 

2.167    Shall  not  divulge,  except  as  required  by  law  or  the  rules  and  procedures,  in- 
formation received  from  one  who  seeks  the  aid  of  the  department  and  requests 
that  the  information  furnished  db  kept  confidential. 

2.169     Shall  not  furnish  information  regarding  arrests  or  investigations  when  public 

interest,  the  apprehension  of  criminals  or  the  successful  solution  and  pro- 
secution of  criminal  cbbbs  is  dependent  upon  secrecy.  When  arrests  and  criminal  in- 
vestigations have  reached  the  Btage  where  public  safety  will  not  be  prejudiced,  the 
apprehension  of  criminals  will  not  be  impeded,  or  thB  investigation  Dr  prosecution 
hindered  or  obstructed,  information  regarding  the  work  of  the  department  or  of  the  in- 
dividual member  may  be  freely  given.  All  information  proper  under  the  rules  and  pro- 
cedures shall  be  given  to  newspaper  representatives  promptly,  correctly  and  courteous- 
ly. 


11  not  publish  or  cause  to  be  published,  directly  or  indirectly,  or  by 
Lxvate  letter  or  otherwise,  except  as  required  by  thB  Chief  or  the  rules  and 
dures,  any  information  concerning  the  department  or  the  acts  or  measures  of  any 
tment,  or  officer  of  the  United  Statss,  the  State  of  California  or  the  city  and 
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2.173    Shall  not  adversely  criticize  Orders,  acts  or  measures  of  any  department  or 

officer  of  the  United  States,  the  State  of  California,  or  thB  city  and  county. 

2.175    Shall  not  furnish  or  cause  to  be  furnished  to  any  person  copies  of  any  of- 
ficial instruction,  order  or  report  except  as  required  by  the  rules  and  pro- 
cedures or  upon  the  order  of  the  Board  or  Chief, 

2.177    when  a  complaint  is  made  of  any  misconduct  or  violation  of  any  rule  or  pro- 
cedure on  the  part  of  any  subordinate  on  duty  at  the  time  of  the  complaint, 
the  of ficer-in-charge  shall  make  a  PERSONAL  investigation  of  all  the  facts  and  cir- 
cumstances connected  therewith.  He  shall,  if  possible,  personally  interview  witnesses 
and  submit  a  report  on  the  matter  to  his  commanding  officer  prior  to  reporting  off 
duty. 

.1     If  the  commanding  officer  is  in  the  station,  bureau  or  unit  at  the  time  such 
complaint  is  made,  the  matter  shall  immediately  be  made  known  to  him  and  the 
investigation  thereafter  shall  be  carried  on  under  the  commanding  officer's 
direction. 

.2    Should  the  commanding  officer  by  away  from  the  station,  bureau  or  unit  at 

the  time  of  such  complaint,  the  particulars  involved  shall  be  made  known  to 
him  as  soon  as  possible.  Any  orders  or  instructions  issued  by  the  commanding 
officer  shall  be  observed  in  carrying  out  the  investigation  thereafter. 

2.179    Shall  not  borrow  money  or  become  indebted  in  any  way  to  any  person  engaged  in 
business  as  a  bail  bond  broker. 

2.181    Shall  pay  all  just  debts  and  legal  liabilities  incurred  by  him  while  connect- 
ed with  the  department.   Shall  not  incur  debts  or  liabilities  which  he  is  un- 
able or  unwilling  to  discharge. 

2.183    Shall  not  evade  by  bankruptcy  proceedings  any  just  debt  or  legal  liability  in 
curred  by  him  while  connected  with  the  department. 

2.185    All  claims  or  demands  against  a  member  or  patrol  special  officer  shall  be 
referred  to  his  commanding  officer. 

.1    If  said  members  or  patrol  special  officer  admits  the  correctness  of  the  claim 
and  his  legal  liability  to  pay,  he  shall  be  given  a  reasonable  time  for  pay- 
ment. 
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.2    IF  he  disputes  the  correctness  of  the  claim  or  asserts  that  he  is  not  legally 
liable,  the  commanding  officer  shall  take  no  further  action  until  the  claim 
or  dBmand  has  been  reduced  to  a  final  judgment. 

.3    When  a  final  judgment  is  obtained  the  commanding  officer  shall  direct  the 

judgment  debtor  to  make  provisions  for  the  payment  of  same.  A  reasonable  time 
shall  be  alloyed  for  satisfaction. 

.k  If  thB  judgment  debtor  refuses  to  satisfy  the  judgment  or  fails  to  do  every- 

thing reasonable  within  his  power  to  make  payments  thereon,  charges  shall  be 
filed  by  his  commanding  officer. 

2.187    A  member  is  permitted  to  ride  on  street  cars  and  street  passenger  busses  with 

in  the  limits  of  the  city  and  county  freB  of  charge.  For  the  purpose  of  co- 
operating with  operators  of  strest  cars  and  busses,  the  fallowing  rules  shall  be  stric 
tly  observed: 

.1    When  travelling  in  uniform  or  by  reason  of  the  presentation  of  his  star. 

a.  Shall  not  board  a  street  car  or  bus  until  all  pay  passengers  have  boarded 

b.  Shall  present  his  star  to  the  conductor  or  other  person  in  charge  of  said 
strest  car  or  bus  in  such  a  manner  that  he  may  have  an  opportunity  to 
read  thB  inscription  of  said  star. 

c.  Shall  not  occupy  a  ssat  in  said  strEBt  car  or  bus  whils  anyons,  other 
than  a  membsr  so  riding,  is  requirad  tD  stand  because  of  the  lack  of 
seats. 

COMMANDING  OFFICER 
OFFICER-IN-CHARGE 
SUPERVISORY  OFFICER 


2.189    Shall  set  an  example  of  efficiency,  sobriety,  discretion,  industry  and  prompt 
ness. 

2.191    Shall  guide  and  instruct  subordinates  in  the  performance  of  their  duties  and 

shall  require  strict  compliance  with  the  rules  and  procedures  and  orders  of 
supsrior  officsrs. 

2.193    Shall  not  use  abusive  language  or  act  arbitrarily  in  dealing  with  his  subor- 
dinates. 

2.195    Shall  be  responsible  for  the  efficiency  and  discipline  of  the  members  under 

him  and  the  enforcement  during  his  tour  of  duty  of  all  penal  laws,  pBnal  ord- 
inances, rules  and  procedures  of  the  department  and  the  orders  and  instructions  is- 
sued by  their  superiors. 

2.197    Shall  upon  receipt  of  report  from  a  member  showing  that  said  member  has  come 
in  contact  with  a  person  having  a  contagious  disease  or  that  said  member  has 
been  exposed  to  contagion,  immediately  forward  said  report  to  the  Chief  and  notify  the 
Departmsnt  of  Public  Health. 

2.199    Shall  promptly  report  in  writing  to  his  commanding  officer  any  violation  by 

his  subordinates  while  on  duty  of  these  rules  and  procedures.  A  copy  of  such 
report  shall  be  forwarded  to  the  Chief. 

2.201    Upon  investigation  of  a  motor  vehicle  accident  involving  a  member  of  the  dep- 
artment, whether  on  or  off  duty,  the  Platoon  Commander  of  the  Enforcement  & 
Investigation  Division  of  the  Traffic  Bureau  shall  be  immediately  notified. 

.1    Said  platoon  commander  shall  immediately  notify  the  officer-in-charge  of  ths 
unit  to  which  said  membsr  is  assigned. 
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.2   The  off icer-in-charge,  so  notified,  shall  assign  a  member  superior  to  the 
member  involved  in  the  accident  to  the  scene  of  the  accident  to  determine 
whether  the  member  involved  has  violated  the  rules  or  procedures  of  this  dep- 
artment. 

.3    The  assigned  member  shall  submit  a  written  report  of  his  findings  through 
channels  to  the  ChiBf. 

.i*  The  investigation  of  the  accident  proper  shall  be  the  responsibility  of  the 
Enforcement  &  Investigation  Division  of  the  Traffic  Bureau  and  their  report 
shall  be  submitted  in  the  regular  manner. 

2.203    Shall  make  all  calls  for  electrical,  plumbing,  carpentry,  etc.,  repairs  through 
the  Planning  and  Research  Bureau.   IMo  calls  shall  be  made  directly  to  the  De- 
partment of  Public  Work  EXCEPT  after  office  hours,  on  Sundays  or  holidays  and 
ONLY  uhBn  an  emergency  actually  Bxists. 

2.205  Shall  make  requisitions  for  officB  suppliBs  on  tha  proper  form  in  duplicate, 
and  submit  same  on  or  after  thB  twenty-fifth  day  of  thB  month,  but  before  the 

last  day  of  the  month.   Emergancy  requisitions  shall  bear  the  following  affidavit: 

SUPPLIES  QHOEKED  COULD  MOT  REASONABLY  HAVE  BEEN  FQRSEEN  AT  THE  TIME  OF  THE 
REGULAR  REQUISITION  AND  POLICE  OPERATIONS  jJILL  dc   HINDERED  IF  REQUIRED  TO 
JAIT  UNTIL  NEXT  REQUISITION. 

2.206  window  and  glass  cleaning  in  polics  buildings  shall  include: 

.1     All  exterior  windows  and  doors,  skylights  and  glass  openings  in  sections 
regardless  of  type  of  glass. 

.2     All  interior  glass  partitions,  doors,  transoms,  etc.,  regardless  of  typa  of 
glass,  both  sides. 

.3     Platoon  commanders  shall  sign  work  performed  slips  for  window  washers  after 
making  certain  that  the  work  has  been  completed  in  accordance  with  above 
provisions. 

COMMANDING  OFFICER 

2.207  Shall,  immediately  upon  assuming  command  of  a  district,  bureau  or  unit,  makB 
an  inspection  and  inventory  of  police  buildings  and  property  as  to  their  gBn- 

sral  condition  and  clBanlines9  and  shall  maks  an  immediate  inspection  and  inventory  of 
all  departmsnt  equipment  as  to  their  general  condition  and  working  order  and  submit  a 
written  report  to  the  Chief  indicating  the  rssults  of  such  inspection. 

2.209    Shall,  within  one(l)  week  upon  assuming  command  of  a  district,  bureau  or 

unit,  make  a  personal  inspection  of  the  personnel  as  to  their  personal  neat- 
ness, uniform  and  equipment,  to  ascertain  if  all  members  are  equipped  as  required. 
Shall  take  proper  action  if  any  member  is  not  so  equipped. 

2.211    Shall  when  members  of  his  command  purchase  new  uniforms,  inspect  same  before 

it  is  worn  and  ascertain  that  it  complies  with  regulation  uniform  specifi- 
cations. 

2.213    Shall  be  responsible  for  the  general  condition,  cleanlinsss  and  good  order  of 

police  buildings  under  his  control  and  the  careful  use  and  preservation  of  all 

department  property  under  hs  jurisdiction  and  shall  not  permit  any  such  property  to  be 
improperly  used  or  to  loaned  or  removed  for  private  purposes. 

2.215    Shall  carry  on  his  daily  watch  reports  thB  names  of  all  members  assigned  to 
his  command. 
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2.217    Shall  arrange  vacation  periods  for  members  of  his  command.  Selection  of  vaca- 
tion periods  shall  be  on  the  basis  of  seniority. 

2.219    Shall  make  daily  inspections  of  all  records  maintained  under  his  command. 

2.221    Shall  keep  a  record  of  the  social  status,  residence  and  telephone  number  of 

each  member  of  his  command  including  patrol  special  officers,  and  forward  to 
the  Office  of  the  Chief  reports  of  changes  in  same. 

2.223    Shall  keep  a  record  indicating  the  make,  calibre  and  serial  numbers  of  all 

revolvers  carried  by  members  of  his  command  including  patrol  special  officer. 

2.225    Shall  have  the  authority  to  isBue  orders  and  instructions  not  inconsistent 
with  the  rules  and  procedures  or  orders  of  the  Chief. 

2.227    Shall,  when  ordered,  attend  in  uniform,  regular  meetings  of  the  Board. 

2.229    Shall  not  absent  himself  from  the  legal  residential  limitations  (2.19),  ex- 
cept while  on  leave  of  absence  or  watch  off,  without  permission  of  the  Chief. 

2.231    Shall,  before  taking  leave  of  any  type,  designate  an  acting  commanding  offic- 
er subject  to  the  approval  of  the  Chief.  Reports  shall  be  submitted  indicat- 
ing the  date  and  time  command  is  relinquished  and  the  date  and  time  command  is  reas- 
sumed. 

2.233    Shall,  when  a  member  of  his  command  is  suspended  from  duty  pending  the  filing 
and  hearing  of  charrjes,  relieve  such  member  of  his  star,  revolver,  police  id- 
entification card,  police  keys  and  department  property  other  than  the  manual,  and  for- 
ward same  to  the  office  of  the  Chief  with  a  report  setting  forth  in  detail  the  pro- 
perty taken  and  forwarded. 

2.235    Shall,  if  any  member  of  his  command  is  found  unfit  to  exercise  the  duties  of 

a  police  officer,  relieve  such  member  of  his  star,  revolver,  police  identifi- 
cation card,  police  keys  and  department  property  other  than  the  manual,  and  hold  same 
subject  to  the  orders  of  the  Chief. 

2.237    Shall,  in  the  case  of  death  of  a  member  of  his  command,  make  written  report 
to  the  Chief  indicating  in  detail  all  the  available  facts  and  circumstances 
connected  with  said  death. 

2.239     Shall,  whenever  the  death  of  a  member  or  employee  of  his  command  is  causBd 
by  violence,  or  other  unlawful  means,  or  as  a  result  of  other  than  natural 
causes,  make  a  personal  investigation  of  all  the  fact3  and  circumstances  connected 
therewith  Bnd  make  a  full  report  to  thB  Chief  as  to  the  cause,  manner,  or  means  of 
death,  or  mortal  injury;  and  whsther  or  not  the  deceased  was  on  or  off  duty,  or  per- 
forming any  public  service  at  the  time  the  injury  or  other  cause  of  death  was  re- 
ceived. 

2. 2<+l    Shall,  upon  the  death  of  a  member  of  his  command  killed  in  the  performance  of 

police  duty,  or  as  a  result  of  injuries  received  in  the  performance  of  such 
duty,  immediately  procure  and  furnish  the  Chief,  as  soon  as  possible;  the  following 
particulars: 

.1   Address  where  remains  may  be  viewed. 

.2   Late  residence  and  telephone  number  of  deceased. 

.3   Time  and  place  of  funeral  service,  if  any. 

.k        Time  of  taking  remains  from  the  place  where  viewed  to  place  where  funeral 
services  will  be  conducted. 

.5   Names  and  companies  of  the  pall  bearers  requested  by  the  family  of  the  de- 
ceased. 

.6   Number  cf  men  from  other  companies  required  for  police  escort. 

.7   Place  of  internment. 

.8   Location  where  police  shall  assemble  preparatory  to  taking  up  the  escort. 

2.2*i3    Shall,  upon  the  death  of  a  member  of  his  command  from  injuries  arising  out  of 
the  performance  of  police  duty,  furnish  a  suitable  guard  of  honor,  if  desired 
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by  the  family. 

2.2U5    Shall,  in  the  event  of  the  arrest  or  misconduct  of  a  member  of  hie  command 

within  any  district  make  an  IMMEDIATE  AND  PERSONAL  INVESTIGATION  of  the  cir- 
cumstances connected  therewith  and  report  thereon  to  the  Chief.  In  addition  to  other 
pertinent  data,  such  report  shall  contain  detailed  statements  in  question  and  answer 
form  from  the  member  involved  and  other  material  witnesses  covering  the  pertinent 
facts  and  circumstances  of  the  incident  together  with  his  conclusions  and  recommend- 
ations. Hb  shall  be  held  directly  accountable  for  the  proper  conduct  of  the  investi- 
gation. 

2.2<*7    Shall,  when  charges  are  filed  by  him  against  members,  carefully  investigate 
the  matters  which  will  be  testified  to  by  all  witnesses  for  the  prosecution, 
and  submit  to  the  Chief  at  the  timB  of  filing  of  said  charges  a  synopsis  of  the  test- 
imony expected  from  said  witnesses.  Said  synopsis  shall  consist  of  the  original  and 
four  (.U)    copies. 

2.2*»9    Shall,  when  correspondence  or  complaints  are  received  by  him  from  thg  Chief 

requiring  an  answer,  make  report  in  writing  within  three  (3)  days  of  receipt 
of  same,  showing  findings  and  action  taken,  except  when  order  by  the  Chief  calls  for 
an  immediate  answer.  If  final  report  cannot  be  submitted  within  said  period,  report 
to  that  effect  shall  be  submitted  to  the  Chief  with  request  for  an  extension  of  time 
in  order  to  complete  the  investigation. 

2.251    Shall,  when  a  member  is  separated  from  the  department  by  reason  of  resigna- 
tion, dismissal,  retirement  or  death,  procure  department  property  which  said 
member  possessed  and  forward  same  to  the  Property  Clerk.  A  report  shall  be  forwarded 
to  the  Chief  indicating  the  articles  forwarded  to  the  Property  Clerk. 

2.253    Shall,  when  a  member  of  his  command  is  transferred,  forward  all  personnel 

data  on  the  member  affected,  to  the  commanding  officer  of  the  unit  to  which 
the  transfer  is  made  together  with: 

.1   watch  off  due 

.2   Vacation  period  requested 

2.255    Shall  cause  all  probationary  officers  and  permanent  officers  to  be  rated  in 
accordance  with  the  provisions  of  this  manual. 

2.257    Shall  supply  the  Range  Master  with  a  list  indicating  the  name,  star  number, 
and  date  on  which  each  member  of  his  command  is  detailed  to  qualify.  These 
lists  shall  be  forwarded  to  the  Range  Master  before  8: BO  AM  on  Saturday  preceding 
the  week  on  which  officers  are  required  to  report  for  qualification. 

.1  In  the  event  that  members  are  excused  due  to  illness,  details,  vacations,  or 
for  any  other  cause,  platoon  commanders  shall  notify  the  Range  Master  NOT 
LATER  THAN  30  minutes  prior  to  reporting  time,  on  the  qualification  day.  Of- 
ficers who  appear  at  the  range  "off  schedule"  will  not  be  permitted  to  part- 
icipate in  the  requalification  tests.  This  is  necessary  to  facilitate  squad- 
ding and  to  avoid  re-squadding  the  entire  class.  No  officer  will  be  permit- 
ted to  participate  in  a  qualification  test  once  the  course  has  started. 

2.259    May,  subject  to  approval  of  the  Chief,  dispose  of  by  reprimand,  admonition 

or  warning,  a  minor  violation  of  the  rules  and  procedures  by  a  member  of  his 
command. 
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BASIC  FUNCTIONAL  RESPONSIBILITIES 
3.00 

CHIEF  OF  POLICE 

3.01  Shall  be  the  chief  executive  officer  of  the  department  and  be  chargeable 

with  and  responsible  for  ths  execution  of  criminal  laws  and  penal  ordinances, 
rules  and  procedures  of  the  department  and  orders  of  the  Board. 

3.03  Shall  devote  his  whole  time  to  polica  work  and  have  control  and  direction  of 
all  members  in  the  lawful  exercise  of  his  functions,  with  exclusive  power  to 
assign  or  transfer  any  member  to  a  company,  bureau  or  unit  of  the  department  or  to 
detail  any  of  them  to  such  public  services  as  he  may  direct. 

3.05  Shall  be  authorized  to  suspend  temporarily  any  member  pending  a  hearing  be- 
fore the  Board.   In  all  such  cases  of  suspension,  he  shall  immediately  report 

the  samB  tD  the  Board  with  the  reasons  therefor  in  writing. 

3.06  May  for  disciplinary  purposes  suspend  a  member  for  a  period  not  to  exceed  ten 
(10)  days  for  violation  of  the  Rules  and  Procedures  of  the  Department.   Any 

member  so  suspended  shall  have  the  right  to  appeal  such  suspension  to  the  Police 
Commission,  and  have  a  trial  and  hearing  on  such  suspension,   written  notice  of  ap- 
peal must  be  filed  within  ten  (10)  days  after  such  suspension,  and  the  hearing  of 
sBid  appeal  must  be  held  within  thirty  (30)  days  after  the  filing  of  said  notice  of 
appeal.   If  the  Commission  shall  reverse  or  alter  the  finding  of  the  Chief,  it  shall, 
in  the  case  of  a  reversal, and  in  other  cases,  it  may  in  its  discration,  order  that 
the  member  affected  be  paid  salary  for  the  time  of  his  suspension.   In  the  event  the 
Chief  should  exercise  such  power  of  suspension,  the  member  involved  shall  not  be  sub- 
ject to  any  further  disciplinary  action  for  the  same  offense.   In  every  suspension 
imposed  pursauant  to  this  rule,  a  statement  in  writing  shall  be  given  to  the  suspend- 
ed member,  giving  notice  of  the  authority  by  which  it  is  made,  the  cause  of  the  act- 
ion the  length  of  suspension,  and  the  right  of  appeal.   A  copy  of  this  notice  shall 
be  forwarded  to  the  Board  and  to  the  member's  Commanding  Officer.  A  suspension  im- 
posed pursuant  to  this  rule  shall  be  referred  to  as  a  "Disciplinary  Suspension  by  the 
Chief." 

3.07  Shall  maintain  and  enforce  law  and  discipline  so  as  to  secure  complete  effici- 
ency in  the  department. 

3.D9  Shall  have  power  to  issue  orders  and  instructions  to  members  not  inconsistent 
with  or  contrary  to  law,  or  to  the  rules  of  the  Board. 

3.11  Shall,  subject  to  the  orders  and  directions  of  the  Board,  have  control  of  such 

of  the  prisons  of  the  city  and  county  as  are  not  by  the  general  law  under  the 
control  of  the  Sheriff. 

3.13  Shall  possess  powers  of  general  policB  inspection,  supervision  and  control  over 

all  persons  and  places  engaged  in  any  business  or  calling  for  which  a  permit 
subject  to  department  investigation  and  issuance  is  reguired. 

3.15  May  refuse  to  issue  any  permit  that  is  subject  to  department  investigation  and 

issuance,  if  it  shall  appear  that  thB  character  of  the  businsss  or  the  appli- 
cant requesting  such  permit  does  not  warrant  the  issuancs  thereof. 

.1  May  rBvoka  any  such  permit  as  soon  as  it  shall  appear  that  the  business  or  call- 
ing of  the  person  to  whom  it  was  granted  is  conducted  or  maintained  in  a  disor- 
derly or  improper  manner,  or  that  the  placE  in  which  the  business  is  conducted 
or  maintained  is  not  a  proper  or  suitable  place  in  which  to  conduct  or  maintain 
such  business  or  calling. 
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3.17  May  at  his  discretion  or  upon  the  petition  of  any  person,  firm  or  corpor- 
ation, appoint  and,  at  his  pleasure,  remove  special  police  officers. 

3.19  Shall  providB  for  the  care  and  restitution  of  property  that  may  come  into 

the  possession  of  the  department  or  into  the  possession  of  any  member  thereof. 
Shall  providB  for  the  sale  at  public  auction  of  such  unclaimed  property,  aa  well  as 
the  disposition  of  such  property  as  consists  of  weapons  or  articles  used,  or  that 
may  be  used  in  the  commission  of  crime,  or  the  sale  or  disposition  of  which  is  pro- 
hibited by  law. 

3.21  Shall  attend  all  meetings  of  the  Board  in  uniform,  and  act  as  prosecutor  in 

all  trials  before  it.   Provided,  however,  that  he  may  designate  another  mem- 
ber to  act  as  such  prosecutor. 

3.23  ThB  Chief  shall  designate  a  commissioned  officer  to  serve  as  Acting  Chief  if 
the  Deputy  Chief  is  not  available  to  serve. 

COMMANDING  OFFICER,  INTELLIGENCE  UNIT 

3.25  Shall  report  direct  to  the  Chief  and  be  subject  to  his  orders  and  direction. 
The  unit  shall  consist  of  such  members  as  the  Chief  deems  necessary  to  carry 
out  its  functions  and  duties. 

3.27  Shall  investigate  the  operation  of  organized  syndicates  and  of  any  person  who 
may  be  suspected  of  any  connection  therewith. 

3.29  Shall  maintain  liaison  with  related  agencies  having  similar  enforcement  du- 
ties. 

3.31  Shall  make  such  reports  and  keep  such  records  as  are  necessary  to  efficisnt- 
ly  execute  the  functions  of  this  unit. 

COMMANDING  OFFICER,  PLANNING  AND  RESEARCH  BUREAU 

3.33  Shall  report  direct  to  the  Chief.   The  unit  shall  consist  of  such  members 
as  the  Chief  deems  necessary  to  carry  out  its  functions  and  duties. 

3.35  Shall  keep  the  Chief  informed  of  all  important  matters  engaging  the  attent- 
ion Df  the  Bureau  and  be  prepared  whenever  called  upon  by  the  Chief  to  fur- 
nish particulars  of  assignments. 

3.37  Shall  formulate  plans  and  procedures  tending  to  the  facilitation  of  the  de- 
partment's objectives. 

3.39  Shall,  after  careful  perusal  and  study,  recommend  policies  and  procedures 
which  may  either  amend,  modify,  extend  or  eliminate  present  procedurss. 

3. kl      Shall  be  responsible  for  departmental  budgeting,  accounting,  and  purchasing 
functions. 

3.*»3  Shall  make  such  reports  and  keep  such  records  as  are  nscessary  to  efficient- 
ly execute  the  functions  of  this  bureau. 

DEPUTY  CHIEF 

3.U5  Shall  report  direct  to  the  Chief  and  assist  him  in  the  execution  of  his  off- 
ice and  have  such  powers  and  perform  such  duties  as  the  Chief  may  direct. 

3.<*7  Shall,  in  the  absence  of  the  Chief,  act  in  his  stead  and  during  such  absence 

shall  possess  all  powers  of  the  Chief  in  the  conduct  of  the  business  of  the 
department  and  in  carrying  out  the  orders  and  policies  of  the  Chief.   He  shall  not 
alter,  revise  or  countermand  such  orders  or  policies  except  in  case  of  an  emer- 
gency. 

-30- 


ASSISTANT  DEPUTY  CHIEF 

3.i»9  Shall  be  the  administrative  assistant  to  the  Deputy  Chief,  and  shall  assist 

him  in  the  conduct  of  the  affairs  of  that  office.  He  shall  review  all  trial 
calendars  and  shall  assist  the  Chief  and  Deputy  Chief  in  legal  matters. 

3.51  Shall  supervise  proposed  legislation  affecting  the  department  or  its  opera- 
tion. 

CHIEF  OF  INSPECTORS 

3.53  Shall  report  direct  to  the  Chief. 

3.55  Shall  maintain  his  office  at  police  headquarters,  the  business  portion  of 
which  shall  be  open  at  all  times. 

3.57  The  Bureau  of  Inspectors  shall  consist  of  the  following  details: 

.1  Auto 

.2  Burglary 

.3  Fraud 

.k  General  works 

.5  Homicide 

.6  Missing  Persons 

.7  Pawn  Shop 

.8  Robbery 

.9  Crime  Prevention 

.10  Crime  Laboratory 

.11  Mobile  Crime  Laboratory 

.12  Bureau  of  Photography 

3.59  Shall  devote  his  whole  time  and  attention  to  the  investigation  and  solution 
of  criminal  cases. 

3.61  Shall  cause  records  to  be  kept  in  which  shall  be  entered  in  detail  all  trans- 
actions of  the  members  of  his  command  including  the  assignments  and  work  per- 
formed by  them  daily. 

3.63  Shall  keep  the  Chief  informed  of  all  important  matters  engaging  the  attention 

of  the  Bureau  and  be  prepared  whenever  called  upon  by  the  Chief  to  furnish 
particulars  of  individual  cases  together  with  full  information  as  to  action  taken. 

3.65  Shall  assign  members  of  his  command  to  investigate  all  cases  reported  to  his 

office  or  brought  to  his  attention  and  shall  see  that  they  are  thoroughly 
and  efficiently  investigated,  or  immediately  referred  to  the  unit  charged  with  the 
final  investigations. 

3.67  Shall,  subject  to  the  direction  of  the  Chief,  have  control  of  and  assign  all 
correspondence  pertaining  to  the  work  of  the  Bureau. 

3.69  Shall  require  all  members  of  the  Bueau  to  report  for  roll  call  at  such  hours 
as  he  may  designate. 

3.71  Shall  consult  with  the  Chief  and  subject  to  his  direction,  make  details  in  ex- 
tradition and  other  cases  when  prisoners  are  to  be  returned  from  other  juris- 
dictions. 

3.73  Shall  acquire  all  possible  information  concerning  places  in  the  city  and  coun- 
ty known  to  be  or  suspected  of  being  frequented  by  criminals  or  suspicious  per- 
sons and  direct  th.e  attention  of  members  of  the  Bureau  tD  such  places.   He  shall 
cause  all  members  under  his  command  to  familiarize  themselves  with  the  criminal  his- 
tory and  personal  appearance  of  all  persons  arrested  for  or  suspected  of  serious 
crimes. 
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3.75  Shall,  when  an  arrest  is  made  by  a  member,  assign  an  Inspector  specializing 

in  the  type  of  offense  for  which  the  defendant  was  arrested  to  assist  the  ar- 
resting officer  in  preparing  the  case  for  proper  presentation  in  court. 

3.77  Shall  not  permit  any  person,  other  than  members  of  thB  Department  in  the  dis- 
charge of  their  duties,  to  visit  the  Bureau  of  Photography,  except  by  his  per- 
mission, or  by  permission  of  the  Chief. 

3.79  Shall  see  that  records  and  photographs  of  the  Bureau  of  Photography  are  used 

for  police  purposes  only,  and  that  no  photograph  or  other  records  is  permanent- 
ly removed  there  from  or  expunged  without  order  of  the  Chief. 

CAPTAIN  OF  INSPECTORS 

3.81  Shall  be  the  administrative  aide  to  the  Chief  of  Inspectors  and  shall  perform 
such  duties  as  may  be  assigned. 

MEMBER,  BUREAU  DF  INSPECTORS 

3.83  Shall  be  responsible  for  the  prevention  and  suppression  of  crime  including  the 

detection  and  apprehension  of  principals  in  any  crimB  or  contemplated  crime, 
recovery  of  stolen  property,  and  the  preparation  of  cases  assigned  for  proper  pre- 
sentation in  court. 

CRIMINOLOGIST 

3.8*«  Shall  report  to  the  Chief  of  Inspectors. 

3.85  Shall  be  responsible  for  the  Criminalistics  Laboratory  and  the  processing  of 
crime  scenes  for  physical  evidence  incident  to  criminal  investigations. 

3.87  Shall  daily,  when  practical,  obtain  from  the  Property  Clerk's  Office  all  nar- 
cotics or  other  unlawful  drugs  and  be  responsible  for  the  custody,  preserva- 
tion and  disposal  of  same  in  the  prescribed  legal  manner. 

3.89  Shall  be  responsible  for  the  scientific  examination  of  physical  evidence  sub- 
mitted or  collected  and  the  care  and  preservation  of  same  while  in  his  posses- 
sion.  Shall  submit  written  reports  of  the  findings  or  results  of  said  examination. 

3.91  Shall  render  such  assistance  to  members  as  may  be  required  in  matters  pertain- 
ing to  scientific  criminal  investigations  and  proper  methods  of  recognizing, 
collecting  and  preserving  physical  evidence. 

3.93  Shall  make  such  reports  and  keep  such  records  as  may  be  necessary  to  effective- 
ly execute  the  functions  of  the  Criminalistics  Laboratory. 

LABORATORY  TECHNICIAN  CRIMINALIST 

3.95  Shall  report  to  the  Criminologist  and  shall  perform  such  duties  as  may  be  as- 
signed. 

DIRECTOR  OF  TRAFFIC 

3.99  Shall  report  direct  to  the  Chief. 

3.101  Shall  regulate  all  street  traffic,  promote  traffic  safety  education,  receive, 
study,  and  give  broad  attention  to  complaints  relating  to  street  traffic. 

3.103  Shall  have  immediate  supervision  over  the  Traffic  Bureau  which  shall  consist 

of  a  Traffic  Headquarters  and  Services  Platoon,  a  Traffic  Enforcement  and 
Investigation  Division,  and  a  Traffic  Congestion  and  Parking  Control  Division. 
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.1  The  Traffic  Bureau  Headquarters  and  Services  Platoon  shall  consist  of  the  fol- 
lowing units: 

a.  Traffic  Bureau  Headquarters 

b.  Traffic  Administration  Section 

c.  Traffic,  Research,  Analysis,  and  Planning  Section 

d.  School  Safety  Patrols  Section 

e.  Traffic  Information  Section 

.2  The  Traffic  Enforcement  and  Investigation  Division  shall  consist  of  the  fol- 
lowing units: 

a.  Division  Headquarters 

b.  ThrBe  Enforcement  and  Investigation  Platoons  each  consisting  of  the  fol- 
lowing units: 

1.  Platoon  Headquarters 

2.  Administrative  and  Services  Section 

3.  Accident  Investigation  Squads 
b.  Solo  MotocyclBS  Squads 

c.  A  Hit-Run  Detail  consisting  of  the  following  units: 

1.  Detail  Headquarters 

2.  Hit-Run  Investigation  Squads 

3.  Department  Fleet  Investigation  Detail 

.3  The  Congestion  and  Parking  Control  Division  shall  consist  of  the  following  u- 
nits: 

a.  Division  Headquarters 

b.  Two  Congestion  and  Parking  Control  Platoons  each  with  the  fallowing  units: 

1.  Platoon  Headquarters 

2.  Administrative  and  Services  Section 

3.  Fixed  Point  Control  Squads 
*+.  ThreB-whael  motocyclerSquads 

3.105  Shall  engage  in  traffic  research  and  planning  and  interpret  traffic  data  in- 
cluding traffic  accident  information  and  the  design  of  traffic  facilities. 
Shall  cooperate  with  related  agencies  for  the  best  performance  of  these  functions. 

3.107  Shall  process  all  requests  for  parade  permits  and  report  thereon  in  writing  to 
the  Chief. 

3.109  Shall,  subject  to  the  direction  of  the  Chief,  have  control  of  and  assign  all 
correspondence  pertaining  to  the  work  of  the  Bureau. 

CAPTAIN  OF  TRAFFIC 

3.111  Shall  be  the  administrative  aide  to  the  Director  of  Traffic  and  shall  perform 
such  duties  as  may  be  assigned. 

INSPECTOR  OF  SCHOOL  SAFETY  PATROLS 

3.113  Shall  report  to  the  Director  of  Traffic. 

3.115  Shall  maintain  constant  liaison  with  the  officials  of  public,  privatB  and  par- 
ochial schools  to  the  end  that  children  going  to  and  from  said  schools  may  be 
safeguarded  against  traffic  accidents. 
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3.117  Shall  sbb  that  school  safBty  patrols  maintained  in  the  vicinity  of  BchoolB 

ars  properly  organizad  and  instructBd  in  ths  safaguarding  of  school  chil- 
ran  against  traffic  accidents. 

3.119  ShBll  aurvsy  ths  vicinity  of  schools  and  othBr  points  whsrs  children  cross 

going  to  and  from  school  and  make  recommBndations  to  his  commanding  officBr 
rsgarding  matters  which  may  contribute  to  the  safaguarding  of  such  children. 

SUPERVISING  CAPTAIN 

3.121  Shall  report  direct  to  the  Chief. 

3.123  Shall  havB  gBnaral  supervision  over  the  districts,  the  City  Prison  and  the 

Police  Stables.  He  shall  be  responsible  for  the  proper  enforcement  by  dis- 
trict commanders  of  all  penal  laws  and  ordinances  and  thB  rules  and  procedures  of  the 
department. 

3.125  Shall,  at  unannounced  end  irregular  intervals  visit  the  districts,  observe 
and  inspect  members  and  shall  inspect  station  records  to  see  that  they  are 
properly  kept. 

3.127  Shall  attsnd  station  roll  calls  at  frequent  intervals  observing  the  manner  in 

which  they  are  conducted  and  the  condition  of  the  men  as  to  uniforms  and  equip- 
ment when  reporting  on  or  off.   He  shall  make  necessary  corrections  in  improper  pro- 
cedures or  unfavorable  conditions. 

3.129  Shall  recommend  to  the  Chief  any  necessary  changes  in  the  distribution  of  per- 
sonnel or  equipment  in  the  districts. 

3.131  Shall  confer  with,  advise  and  assist  district  commanders  and,  subject  to  ap- 
proval of  ths  Chief,  may  arrange,  alter  or  change  details  or  assignments  of 
msmbers  of  a  district  when  he  deems  it  necessary. 

3.133  Shall,  in  case  of  an  emergency  in  a  district,  confer  with  tha  district  com- 
mander as  to  the  manner  of  handling  and  policing  the  situation  and,  if  nec- 
essary, assume  command  during  the  emergency. 

3.135  Shall  attend  meetings  of  the  Board,  in  uniform,  when  a  member  is  on  trial. 

3.137  Shall  conduct  special  inquiries  and  inspections  and  perform  such  other  duties 
as  may  be  assigned  by  the  Chief  or  Deputy  Chief. 

3.139  Shall  call  conferences  with  the  district  commanders  and  heads  of  other  units 
when  necessary. 

COMMANDING  OFFICER  OF  THE  CITY  PRISON 

3.1'tl  Shall  report  to  the  Supervising  Captain. 

3. 1^3  Shall  have  control  and  management  of  the  City  Prison, 

3. 1^5  Shall  be  responsible  for  safe  keeping  and  proper  segregation  of  prisoners  and 

witnesses. 

3.1^7  Shall  be  responsible  for  food  supplies,  feeding  of  prisoners,  cleanliness  of 
the  prison  and  the  correct  keeping  of  records  connected  therewith. 

SUPERVISING  OFFICER  OF  THE  STABLES 

3. 1^9  Shall  report  to  the  Supervising  Captain. 

3.151  Shall  have  general  supervision  of  the  horses  and  mounted  equipment  of  the  de- 
partment and  shall  be  responsible  for  their  proper  care. 
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3.153  Shall  have  supervision  of  the  hostlers  of  the  department  and,  may  assign 
them  to  duty  in  the  stables  as  required.   Shall  report  in  writing  to  the 
commanding  officer  of  the  district  any  neglect  of  duty  on  the  part  of  a  hostler. 

3.155  Shall  forward  written  reports  to  the  Chief  indicating  materials  and  supplies 

required  for  the  mounted  service.  Shall  receive  all  such  materials  and 
supplies  and  shall  not  accept  any  inferior  in  quality  or  not  in  conformity  with 
contract  requirements. 

3.157  Shall  assign  horses  to  members  detailed  for  mounted  service. 

3.159  Shall,  when  a  member  is  not  adapted  or  suitable  for  mounted  servicB,  report 
that  fact  in  writing  td  his  commanding  officer. 

3.161  Shall,  when  mounted  personnel  are  ordered  to  appear  in  parades  or  other  func- 
tions, select  such  personnel  and  be  responsible  for  the  transportation  of 
mounts  and  riding  equipment  to  the  point  of  assembly. 

MOUNTED  MEMBER 

3.163  Shall,  while  on  duty,  be  responsible  for  the  proper  care  and  custody  of  his 
horse  and  equipment. 

3.165  Shall  not,  except  in  the  performance  of  police  duty,  or  in  casB  of  personal 
necessity,  leave  his  horse  unattended. 

3.167  Shall  immediately  report  to  the  supervising  officer  of  the  stables  any  sick- 
ness of  or  injury  to  his  hbrse  and  make  written  report  to  his  commanding  of- 
ficer. 

3.169  Shall  before  going  on  duty  see  that  his  horse  and  equipment  are  clean  and  in 

good  condition  and  shall  report  to  the  supervising  officer  of  the  stables  any 
neglect  on  the  part  of  hostlers  in  caring  for  his  mount. 

3.171  Shall  not  use  his  horse,  except  in  the  performance  of  police  duty  and,  unless 

a  faster  gait  is  necessary  in  emergencies,  his  horse  shall  be  ridden  at  a  walk. 
Shall  not  bring  his  horse  to  the  stables  in  an  over-heated  condition. 

3.173  Shall  not  allow  any  member  or  other  person  to  mount  or  ride  his  horse.   Shall 

not,  except  in  case  of  emergency  or  upon  orders  of  a  superior  officer,  cause 
his  horse  to  be  brought  to  or  taken  from  the  stable. 

HOSTLERS 

3.175  Shall  report  to  the  commanding  officer  of  the  district  to  which  assigned.  Shall 
report  on  and  off  duty  to  the  of ficer-in-charge  of  the  stable. 

3.177  Shall  promptly  obey  all  orders  of  superior  officers. 

3.179  Shall  be  responsible  for  the  cleanliness,  condition,  feeding  and  grooming  of 
horses  and  for  the  proper  cleaning  and  carB  of  equipment,  stables  and  stalls. 

3.181  Shall,  in  case  of  sickness  or  injury  to  a  horse,  report  that  fact  immediately 
to  the  supervising  officer  of  the  stables. 

3.183  Shall  not  smoke  or  use  uncovered  lights  at  any  time  in  the  stablBS. 

SUPERVISING  OFFICER,  DOG  PATROL  UNIT 

3. 18*»  Shall  report  to  the  Supervising  captain. 

.1  Shall  have  general  supervision  of  the  dogs  of  the  department  and  all  equipment 
relative  thereto,  and  shall  be  responsible  for  the  proper  care  of  such  dogs 
and  equipment. 
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.2  Shall  B39ign  dogs  to  members  of  the  Dog  Patrol  Unit. 

.3  Shall,  when  a  member  is  not  adapted  or  suitable  for  dog  patrol  service,  re- 
port such  fact  in  writing  to  the  Supervising  Captain. 

.U     A  member  of  the  Dog  Patrol  Unit  shall  be  responsible  for  the  proper  care  and 
control  of  his  dog  and  equipment  assigned  to  him. 

.5  A  member  shall  immediately  report  to  his  supervising  officer  any  sickness  of 
or  injury  to  his  dog,  and  shall  make  a  written  report  to  the  Supervising  Cap- 
tain setting  forth  the  circumstances  surrounding  such  sickness  or  injury. 

DEPARTMENT  SECRETARY.  COMMANDING  BUREAU  OF  ADMINISTRATION 

3.185  Shall  report  direct  to  the  Chief  and  perform  such  duties  as  may  be  assigned. 

3.187  Shall  have  immediate  supervision  over  the  Bureau  of  Administration  consisting 
of  the  following  units: 

.1  General  Office 

.2  Permits  and  Registration 

.3  Property 

a.  Garage  Section 

b.  Supply  Section 

c.  Prisoners'  Property 

d.  Police  Arsenal  (Hall  of  Justice) 

.U     Bureau  of  Communications 

a.  Telephone  Section 

b.  Ring-in  Section 

c.  Teletype  Section 

d.  Service-Complaint  Section  , 

e.  Radio  Section 

COMMANDING  OFFICER,  BUREAU  OF  COMMUNICATIONS 

3.188  Shall  report  to  the  Department  Secretary  and  be  responsible  for  the  proper  use 
of  communication  facilities  of  this  Department. 

.1  Shall  keep  proper  and  correct  records  of  telephone,  telegraph,  teletype  and 
radio  messages  sent  and  received  by  this  Department  and  be  responsible  for  the 
safekeeping  and  proper  indexing  of  such  records. 

.2  Shall  maintain  as  confidential  all  messages  received  or  transmitted,  reports 
of  services  and  other  communications  coming  into  his  bureau.   Shall  not  divulge 
their  contents  or  allow  them  to  be  inspected  by  unauthorized  persons. 

.3  Shall  maintain  liaison  with  other  related  agencies  or  departments  that  would 
tend  to  facilitate  the  Department's  objectives. 

PROPERTY  CLERK 

3.189  Shall  report  to  the  Department  Secretary. 

3.191  Shall,  give  and  execute  to  the  city  and  county  an  official  bond  with  sureties 
in  the  sum  of  Ten  Thousand  ($10,000)  Dollars. 

3.193  Shall,  except  on  Sundays  and  legal  holidays,  keep  his  office  open  for  business 

from  8:00  AM  to  5:00  PM.   On  Sundays  and  holidays  he  shall  keep  said  office 
open  for  business  from  9:30  AM  to  12:00  Noon. 

3.195  Shall  be  responsible  for  all  property  coming  into  his  custody,  for  its  safe 
keeping  and  for  the  proper  disposition  of  same  according  to  law. 
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3.197  Shall  be  responsible  Far  the  supply  of  books,  report  blanks,  stationary  and 
other  supplies  adBquatB  for  the  requirements  of  the  department. 

3.199  Shall  be  in  charge  of  the  Utility  Squad. 

UTILITY  SQUAD 

3.2D1  Shall  report  to  thB  Property  Clerk. 

3.203  Shall  consist  of  such  members  a3  the  Chief  deems  necessary  and  perform  such 
duties  as  may  be  assigned. 

INSPECTOR  OF  AUTOMOTIVE  EQUIPMENT 

3.205  Shall  report  to  the  Department  Secretary. 

3.207  Shall  have  supervision  over  all  motor  vehicles  of  the  department  and  be  res- 
ponsible for  the  adjustment,  care  and  cleanliness  of  such  motor  vehicles. 

3.209  Shall  make  all  arrangements  for  thB  repair  of  police  automotive  equipment  and 
see  that  said  repairs  are  efficiently  exscutBd. 

3.211  Shall  forward  a  written  report  to  the  Chief  showing  gasoline  and  oil  requir- 
ed for  police  automotive  equipment.   Shall  sbb  that  gasolins  and  oil  suppli- 
ed conforms  with  contract  requirements. 

3.213  Shall  examine  members  as  to  their  qualifications  to  operate  poliCB  automo- 
tive equipment.   Qualified  members  shall  bB  csrtified  in  writing  to  the  Chief. 

DIRECTOR  OF  PERSONNEL 

3.215  Shall  report  direct  to  the  Chief. 

3.217  Shall  keep  the  personnel  records  of  the  department  and  recommBnd  to  the  ChiBf 
the  suitability  or  fitness  of  members  to  duties  for  which  they  arB  particular- 
ly or  best  adapted. 

3.219  Shall  investigate  and  report  on  all  matters  relating  to  personnel  referred  to 
him  by  the  Chief  or  Deputy  Chief,  and  confer  with  the  commander  of  thB  bureau 
or  district  to  which  the  member  is  assigned.   In  making  these  investigations,  recom- 
mend disciplinary  action  when  warranted. 

3.221  Shall  conduct  a  thorough  background  investigation  of  all  applicants  certified 
by  the  Civil  Service  Commission. 

3.223  Shall  require  all  patrolmen  who  are  completing  their  probationary  periods  to 

report  for  tests  at  least  two  (2)  weeks  prior  to  the  close  of  said  period  and 
report  his  findings  to  the  ChiBf. 

3.225  Shall  be  present  when  a  member  is  on  trial  before  the  Board  and  furnish  all 
pertinent  data  concerning  said  member. 

3.227  Shall  be  responsible  for  the  direction  and  supervision  of  courses  of  training: 

.1  The  Academy 

A.  Recruit  training 

B.  In-service  training 

.2  The  Range 

A.  Firearms  training 

B.  Qualifications 
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RANGE  MASTER 

3.229  Shall  report  to  ths  Director  of  Personnel  end  perform  such  duties  as  may  be 
assigned. 

3.231  Shall  have  immediate  supervision  over  the  Police  RangB  and  arsenal  at  said 
range. 

3.233  Shall  be  responsible  for  the  supply,  maintenance  and  repair  of  department 
firearms  and  ammunition. 

3.235  Shall  organize  and  administer  training  programs  for  the  proper  and  efficient 
use  of  firearms.  May  organize  and  administer  competitive  matches. 

3.237  Shall  keep  necessary  records  and  make  required  reports  for  the  efficient  ex- 
ecution of  his  duties-. 

POLICE  SURGEON 

3.239  Shall  report  to  the  Director  of  Personnel. 

3. 21*1  Shall  receive  certificates  and  reports  of  members  reported  as  sick  or  disabled. 

3.2^3  Shall,  when  notified  by  the  Chief  or  commanding  officer  of  thB  apparent  intox- 
ication, simulated  sickness  or  disability  of  a  member,  promptly  visit  and  ex- 
amine such  member  to  determine  the  cause  of  the  alleged  disability  or  unfitness  to 
perform  police  duty.  Shall,  if  he  finds  such  member  unfit  for  duty  through  the  use 
of  intoxicating  liquor  or  simulated  sickness  or  disability,  immediately  submit  a 
written  report  of  his  findings  to  the  Chief. 

3.2^5  Shall,  upon  receipt  of  a  report  indicating  a  contagious  sickness  or  disease  in 

the  home  of  a  member,  make  an  immediate  investigation  and  report  to  the  Chief 

whether  or  not  such  member  should  be  quarantined.   A  mamber  so  quarantined  shall  be 
excused  from  duty  until  such  quarantine  is  terminated. 

3.2^7  Shall,  when  a  member  returns  to  duty  following  a  sickness  Dr  disability  leave, 

examine  said  member  and  file  a  certificata  with  the  Personnel  Bureau  indicating 
hi3. physical  condition. 

3.2U9  Shall,  upon  receipt  of  report  that  a  police  vehicle  as  been  put  out  of  service 

by  reason  of  the  transportation  therein  of  a  person  suffering  from  a  contagious 
sickness  or  disease,  cause  said  vehicle  to  be  cleaned  with  soap  and  hot  water,  fumi- 
gated or  otherwise  sterilized.   Shall  certify  in  writing  to  the  Chief  when  said  vehi- 
cle may  be  returned  to  service. 

3.251  Shall  examine  each  candidate  for  probationary  appointment  or  promotion  and 

certify  as  to  his  physical  fitnsss  to  perform  the  duties  required  of  him. 
Shall,  within  three  (3)  weeks  prior  to  permanent  appointment,  examine  such  member 
and  report  finally  on  his  physical  fitness. 

3.253  Shall  not  accept  a  member  as  a  private  patient. 

3.255  Shall,  before  absenting  himself  on  leave,  subjact  to  approval  of  the  Chief, 
arrange  with  and  designate  another  surgeon  to  assume  and  perform  the  duties 
of  the  police  surgeon  during  said  leave. 

3.257  Shall,  upon  receiving  a  report  of  a  member  seriously  ill  or  disabled,  ascertain 

whether  or  not  the  services  of  a  Chaplain  are  desired.  If  such  services  are 
required,  shall  request  the  Personnel  Bureau  to  summon  a  Chaplain  of  the  Faith  pre- 
ferred. 
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PERSONNEL  SERGEANT 

3.259  Shall  report  to  the  Director  of  Personnel. 

3.261  Shall  assist  the  Police  Surgeon  and  perform  such  functions  as  may  be  required. 

3.263  Shall  maintain  a  current  list  of  members  carried  as  sick  or  disabled. 

3.265  Shall,  at  irregular  and  unannounced  intervals,  visit  members  carried  as  sick 

or  disabled  and  see  that  the  provisions  of  thB  rules  and  procedures  are  being 
complied  with. 

3.267  Shall  make  such  reports  and  maintain  such  records  as  may  be  required. 

POLICE  CHAPLAIN 

3.269  Shall  report  to  the  Director  of  Personnel. 

3.271  Shall  visit  the  sick,  injured,  dying  and  minister  to  the  spiritual  welfare  of 
the  members  desiring  his  services. 

3.273  Shall  be  attired  in  the  prescribed  public  clerical  garb  of  the  faith  to  which 

he  belongs  at  all  times  when  appearing  in  his  official  capacity,  when  his  serv- 
ices are  required  by  a  member,  or  when  acting  on  the  orders  of  the  Chief. 

3.275  May  visit  police  stations  and  bureaus  at  his  convenience  and  pleasure  and  shall 
be  treated  at  all  times  with  the  courtesy  and  respect  due  his  calling. 

3.276  UNDERWATER  RESCUE  AND  RECOVERY  UNIT 

.1  The  officer-in-charge  of  the  Underwater  Rescue  and  Recovery  Unit  shall  report 
to  the  Director  of  Personnel.   He  shall  keep  the  Director  of  Personnel  advised 
as  to  all  matters  affecting  the  operation  of  this  unit  and  its  qualified  members, 

.2  The  Officer-in-Charge  shall  provide  a  roster  of  qualified  members  to  the  of- 
fice of  the  Chief  of  Police  and  the  business  office,  Bureau  of  Inspectors. 

.3  Members  of  this  unit  shall  be  called  for  underwater  service  or  rescue  only  on 
the  authority  of  the  office  of  the  Chief  of  Police,  or  the  Officer-in-Charge 
of  the  business  office,  Bureau  of  Inspectors,  during  the  hours  when  the  office 
of  the  Chief  is  closed. 

.k      EQUIPMENT 

Each  member  of  this  unit  shall  provide  and  maintain,  at  his  own  expense,  all 
necessary  equipment  for  this  type  of  operation. 

.5   INJURY 

When  called  upon  to  perform  underwater  service  or  rescuB,  the  member  shall  be 
considered  to  be  on  duty  as  if  called  upon  to  perform  any  other  type  of  police 
service. 

.6   DISTINCTIVE  INSIGNIA 

Members  shall  provide,  at  their  own  expense,  a  distinctive  insignia  of  a  typB 
to  be  approved  by  the  Chief  of  Police.   Such  insignia  shall  be  worn  upon  the 
diving  dress  or  other  garment  worn  when  participating  in  diving  activities. 
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DIRECTOR  OF  CRIMINAL  INFORMATION 

3.277  Shall  report  direct  to  the  Chief. 

3.279  The  Bureau  of  Criminal  Information  shall  consist  of  the  following  Units: 

.1  Identification  Bureau 

.2  Records  and  Complaint  Section 

.3  Statistical  Section 

.<*  Central  Warrant  Bureau 

3.281  Shall  not  permit  any  person,  other  than  members  of  the  Department  in  the  dis- 
charge of  thBir  duties,  to  visit  the  Bureau  of  Identification  Bxcept  by  his 
permission  or  by  permission  of  the  Chief. 

.1  Shall  see  that  records  and  photographs  of  the  Bureau  of  Identification  are 
used  for  police  purposes  only,  and  that  no  photograph  or  other  record  is  per- 
manently removed  therefrom  or  expunged  without  order  of  the  Chief. 

3.283  Shall  be  responsible  for  the  proper  filing,  care,  custody  and  tabulation  of 
all  service,  crime,  arrest  and  accident  reports. 

3.285  Deleted  by  P.O.  #6  6/30/6U. 

3.287  Shall  supervise  and  maintain  control  of  all  warrants  of  arrest  procured  by 

members  of  the  Department  or  delivered  to  this  Department  for  service  Except: 

a.  Intemperance  warrants 

b.  Mentally  ill  warrants 

c.  Search  warrants  or 

d.  Juvenile  warrants  for  subjects  under  18  years  of  age. 

.1  Shall  supervise  and  maintain  accurate  records  of  active  warrants  and  initiate 
such  correspondence  as  may  be  necessary  for  the  transmittal  or  service  of  same. 

.2  Shall  cause  to  be  maintained  records  indicating  attempts  made  for  the  service 
of  warrants. 

TELEPHONE  OPERATORS 

3.289  Shall  report  to  the  commanding  officer,  Bureau  of  Communications. 

3.291  Shall,  while  on  duty  be  prompt,  courteous  and  efficient. 

3.293  Shall  not  use  police  lines  for  private  business  nor  reveal  information  received 
Dr  transmitted  over  police  lines  except  by  order  of  the  Chief. 

CAPTAIN  OF  POLICE 

3.295  Shall  have  control,  management  and  direction  of  the  members  assigned  to  his 

command  and  shall  be  responsible  for  the  strict  observance  and  enforcement  of 
the  rules  and  procedures  of  the  department  and  orders  issued  by  competent  authority. 

3.297  Shall  require  that  the  work  assigned  to  his  subordinates  be  fully  discharged  by 

them  in  accordance  with  the  responsibilities  of  their  respective  ranks  and  duties. 

3.299  Shall  assign  all  members  of  his  command  to  such  duties  as  are  necessary  to  ex- 
ecute the  police  business  under  his  jurisdiction. 
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DIRECTOR,  BUREAU  OF  SPECIAL  SERVICES 

3.301  Shall  report  to  the  Chief. 

3.303  Shall  have  joint  responsibility  with  district  commanders  in  the  suppression  of 
gambling,  prostitution  and  narcotics. 

3.305  Shall,  when  directed  by  the  Chief  or  Deputy  Chief,  investigate  and  takB  proper 

action  on  all  matters  referred  to  hi9  bureau.  When  such  investigations  are 
completed,  he  shall  submit  reports  stating  in  detail  the  action  taken  and  the  results 
obtained. 

3.307  Shall,  when  a  complaint  is  referred  to  him  for  investigation,  submit  a  detailed 
report  showing  action  taken  and  whether  the  allegations  were  well  founded. 

3.309  Shall  be  responsible  far  the  suppression  or  unlawful  sale  and  distribution  of 

narcotics,  the  elimination  of  vendors  and  addicts  and  the  proper  enforcement 
of  all  laws  and  ordinances  pertaining  to  the  illegal  traffic  in  narcotiCB.   Shall 
maintain  a  liaison  with  related  agencies  having  similar  enforcement  duties. 

LIEUTENANT  OF  POLICE 

3.311  Shall,  when  assigned  to  a  district,  unless  otherwise  ordered,  be  detailed  in 
charge  of  a  platoon.   He  shall  exercise  general  supervision  over  members  and 
patrol  special  officers  and  instruct  them  in  their  duties. 

3.313  Shall,  when  assigned  other  than  to  a  district  station,  be  governed  by  thB  rules 
and  procedures  of  the  department  applicable  to  the  unit  to  which  assigned. 

3.315  Shall  be  in  uniform  while  on  duty,  unless  otherwise  ordered. 

COMMANDING  OFFICER  OF  THE  JUVENILE  BUREAU 

3.317  Shall  report  direct  to  the  Chief. 

3.319  The  Juvenile  Bureau  shall  consist  of  the  following  details: 

.1  Investigative 

.2  Delinquency  Prevention 

.3  Bicycle  Inspection 

.k  Dance  Hall  Inspection 

3.321  Shall  have  jurisdiction  and  investigative  responsibility  over  tha  following 
cases: 

CRIMES  AGAINST  THE  PERSON 

.1  All  crimes  against  the  person  wherein  a  juvenile  is  involved  either  as  per- 
petrator or  victim,  EXCEPT: 

A.  Traffic 

B.  Kidnapping 

C.  Homicide 

D.  Narcotic 

CRIMES  AGAINST  PROPERTY 

.2  A  school,  playground  or  recreation  center  burglary,  a  school,  playground  or 
recreation  center  theft,  bicycle  theft,  regardless  of  the  age  of  the  suspect, 
and  shoplifting  cases  where  the  suspect  is  known  to  be  a  juvenile. 
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MISCELLANEOUS  CASES 
.3  Violations  of  the  following  Penal  Code  Sections: 

A.  Section  271  (desertion  of  minor) 

B.  Section  271a  (maintenance  of  minor) 

C.  Section  273a  (unjustifiable  punishment) 

D.  Section  273d  (corporal  injury) 

E.  Section  273e  (message  delivery) 

F.  Section  273f  (sent  to  immoral  place) 

G.  Section  273g  (immoral  practice  in  presence) 

H.   Section  6U7a  (1  &  2)  (annoying  or  molesting  children) 
I.   Section  *»15  (disturbing  peace  involving  juveniles) 

3.323  Shall  be  responsible  far  the  investigation  of  wayward  and  itinerant  minors 
and  other  cases  of  juvenile  delinquency. 

3.325  Shall  cooperate  with  related  authorities  in  encouraging  such  minors  to  attend 
school,  engage  in  legitimate  pursuits  or  wholesome  activities. 

3.327  Shall  be  responsible  for  the  regulation  of  theatres,  vaudeville  houses,  dance 
halls  and  places  of  amusement  so  that  influences  contributory  to  juvenile  de- 
linquency may  be  removed  or  prevented. 

3.329  Shall  have  the  responsibility  for  the  suppression  of  pornographic  literature 
and  lewd  shows. 

3.331  Shall  cooperate  with  commanding  officers  of  districts  and  when  requested  shall 
make  investigations  concerning  juvenilB  matters. 

UOMEIM  PROTECTIVE  OFFICERS 

3.333  Shall  be  assigned  to  the  Juvenile  Bureau  and  perform  such  duties  as  may  be 
required. 

SERGEANTS  OF  POLICE 

3.335  Shall  guide  and  instruct  subordinates  in  the  proper  performance  of  police  duty 
and  enforce  obedience  to  and  Btrict  observance  of  the  rules  and  procedures  of 
the  department  and  orders  of  superior  officers. 
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3.337   Shall  not  indulge  in  unofficerlike  conversation  or  familiarity  with  the  mem- 
bers under  him,  but  shall  at  all  times  set  an  example  of  efficiency,  alert- 
ness, accuracy,  smartness  and  sobriety. 

PATROLMAN 

3.339   Shall  efficiently  perform  such  duties  as  may  be  assigned.   Shall  keep  his 
superior  officer  informed  of  all  matters  of  police  interest  coming  to  his 
attention. 

PATROL  WAGON  DRIVERS 

3.3^1   Shall  operate  the  police  patrol  wagons  and  perform  such  other  duties  as  may 
be  assigned. 

SECRETARY,  POLICE  COMMISSION 

3.3<t7   Shall  be  the  confidential  representative  of  and  report  direct  to  the  Board. 

He  shall  conduct  all  interviews  with  persons  having  business  to  transact  with 
his  office  and  bring  before  the  Board  only  matters  which  require  the  Board's  atten- 
tion. 

3.3*19   Shall  keep  his  office  open  daily  except  Sundays  and  holidays  from  8:00  AM.  to 
5:00  PM. 

3.351   Shall  be  the  official  custodian  of  all  records,  documents  and  other  papers  of 
the  Board  and  shall  be  responsible  for  their  proper  filing,  custody  and  care. 

3.353   Shall  transmit  to  the  Chief  all  rules,  orders  and  directions  issued  by  the 
Board,  affecting  the  Department. 

3.355   Shall  receive  and  present  to  the  Board  all  applications  of  members  to  receive 

rewards  or  presents  tendered  them  for  meritorious  and  extra-ordinary  service 
rendered  in  the  discharge  of  police  duties. 

3.357  Shall  perform  such  other  duties  as  the  Board  shall  direct. 

3.358  Shall  receive  the  appeal  of  a  member  who  has  been  given  a  disciplinary  sus- 
pension by  the  Chief.  He,  thereupon,  shall  advise  the  Board  and  the  Chief 

□f  the  appeal,  and  shall  set  the  time  of  hearing  within  thirty  (30)  dayB  after  fil- 
ing.  The  member  shall  be  advised  of  the  time  not  later  than  five  (5)  days  before  the 
hearing. 

COMMANDING  OFFICER  -  COMMUNITY  RELATIONS  UNIT 

3.359  Shall  report  direct  to  the  Chief.   The  unit  shall  consist  of  such  members  as 
the  Chief  deems  necessary  to  carry  out  its  functions  and  duties. 

3.361   Shall  institute  a  program  toward  the  creation  of  a  better  understanding  and 

closer  relationship  between  the  San  Francisco  Police  Department  and  the  com- 
munity it  serves,  and  promote  greater  public  cooperation  and  liaison  between  the  Pol- 
ice Department  and  the  public. 

3.3S3   Shall  be  charged  with  the  informing  of  the  public  more  fully  as  to  its  res- 
ponsibilities in  the  maintenance  of  community  peace  and  the  preservation  of 
law  and  order  to  the  end  that  improved  community  relations  will  increase  the  effec- 
tiveness of  the  Department  through  the  better  understanding  and  voluntary  cooperation 
of  the  citizenry. 

3.365   The  Commanding  Officer  of  the  Community  Relations  Unit  shall  establish  con- 
tact with  organizations  and  groups  within  the  community  and  hold  meetings 
with  same  in  order  to  promote  the  above-stated  objectives. 
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DEPARTMENT  ACCIDENT  BOARD  DF  REVIEW 

3.367   There  is  established  in  this  Department  a  Review  Board  whose  duty  it  shall 
be  to  study  all  causal  factors  in  traffic  accidents  involving  departmental 
vehicles,  and  to  make  recommendations  pertaining  thereto.   This  Board  shall  be  known 
as  the  Department  Accident  Board  of  Review. 

.1   The  Department  Accident  Board  of  Review  shall  consist  of  the  following  mem- 
bers: 

a.  Director  of  Traffic  Chairman 

b.  Supervising  Captain 

c.  Director  of  Personnel 

d.  Assistant  Deputy  Chief  (Advisory  capacity) 

e.  Inspector  of  Automotive  Equipment  (Advisory  capacity) 

.2   Meetings  of  the  Department  Accident  Board  of  Review  shall  be  held  at  the  call 
of  the  Chairman,  who  shall  preside  at  all  meetings. 

.3   In  the  event  of  a  proposed  absence  of  a  member  of  the  Department  Accident 

Board  of  Review,  a  substitute  member  shall  be  provided  by  such  absentee.  In 
case  of  the  absence  of  the  Chairman,  the  Department  Accident  Board  of  Review 
shall  select  a  Chairman  from  among  the  members  present. 

.U        Commanding  Officers  of  members  summoned  before  the  Department  Accident  Board 
of  Review  shall  also  appear,  providing  data  relevant  to  the  accident  under 
investigation. 

OFFICER-IN-CHARGE,  BUREAU  OF  COMPLAINT ,  INSPECTION  &  WELFARE 

3.370   Shall  report  direct  to  the  Deputy  Chief  of  Police.   This  unit  shall  consist 

of  such  members  as  the  Chief  of  Police  deems  necessary  to  carry  out  its  func- 
tions and  duties. 

.1   Shall  investigate  complaints  made  against  members  of  the  Department  when  as- 
signed by  the  Chief  of  Police.   Such  complaints  shall  be  given  a  complete  and 
thorough  investigation  and  report  shall  be  submitted  to  the  Deputy  Chief  of 
Police  covering  all  phases  of  the  investigation  with  conclusions  as  to  the 
merit  of  the  complaint  and  recommendation  as  to  action  to  be  taken  on  the  com- 
plaint. 

.2   Shall  make  inspection  of  personnel,  equipment  and  buildings  when  ordered  by 
the  Chief  of  Police  and  submit  report  to  the  Deputy  Chief  Df  Police  on  the 
result  of  such  inspections. 

.3   Shall  process  all  requests  from  members  for  permission  to  engage  in  another 
business  or  calling  and  recommend  approval  or  disapproval  of  such  requests 
or  revocation  of  permission  to  the  Deputy  Chief  of  Police.   The  Deputy  Chief 
of  Police  shall  thereupon  approve  or  disapprove  such  requests  or  revoke  per- 
mission in  the  name  of  the  Chief  of  Police. 

.*♦   Shall  keep  the  Deputy  Chief  of  Police  informed  of  all  important  matters  en- 
gaging the  attention  of  the  Bureau  of  Complaint,  Inspection  and  Welfare. 

.5   Shall  perform  such  other  duties  as  may  be  ordered  by  the  Chief  of  Police  or 
Deputy  Chief  of  PolicB. 

.6   Shall  make  such  reports  and  keep  such  records  as  are  necessary  to  efficiently 
execute  the  functions  of  this  unit,  and  shall  make  an  annual  report  to  the 
Police  Commission  on  Secondary  Employment. 

PATROL  5PECIAL  OFFICERS 

3,it01   Shall  keep  the  peace  and  prevent  violations  of  law  and  perform  such  duties 
as  may  be  assigned. 
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3.403   Shall  be  governed  by  and  subject  to  all  applicable  department  orders,  rules 
and  procedures. 

3. 405   Shall  at  all  times  preserve  the  peace,  prevent  crime,  detect  and  arrest  of- 
fenders and  enforcB  all  criminal  laws  and  penal  ordinances. 

3.407   Shall  observe  the  terms  of  his  contractual  relationship  with  the  person  who 

subscribes  to  his  services.  He  shall  assume  an  obligation  to  enforce  the 
law,  preserve  the  peace,  and  protect  life  and  property  in  all  cases  involving  the 
direct  and  immediate  interest  of  the  person  or  persons  who  solicit  his  services  for 
a  consideration. 

3.409   Shall  submit  a  report  to  his  commanding  officer  on  or  before  January  1  and 
July  1  of  each  year  listing  his  clients. 

3.411   Shall  summon  a  regular  member  or  makB  courteous  and  proper  referral,  when- 
ever a  person  asks  him  to  accept  a  report  of  a  police  incident. 

3.413   Shall  call  the  attention  of  a  regular  member  to  all  incidents  requiring  pol- 
ice attention  that  confront  him  during  his  duty  tour,  except  those  which  he 
has  properly  disposed  of  through  his  own  action. 

3.415   Shall  determine  a  scheduled  tour  of  duty  approved  by  his  commanding  officer 

during  which  his  beat  will  be  patrolled  to  afford  maximum  protection  for  his 
clients,  and  shall  not  permit  his  beat  to  remain  uncovered  during  this  period. 

3. 417   Shall  have  an  assistant  patrol  special  officer,  or  a  patrol  special  officer 

assigned  to  another  beat,  who  is  qualified  to  perform  the  duty  tour  of  the 
owner  when  the  latter  is  on  his  watch-off  or  leave  of  absence,  and  shall  advise  his 
commanding  officer  at  least  twenty-four  hours  prior  to  this  assistant  assuming  such 
duty  tour. 

3.419   Shall  report  on  duty  in  uniform  in  person  at  the  district  station  to  which  he 

is  attached,  and  off  duty  either  in  person  or  by  signal  box  at  the  discre- 
tion of  the  commanding  officer  of  the  station. 

3.421   Shall  patrol  his  best  in  uniform. 

3.423   Shall  carry  his  firearm  while  on  duty,  and  may  do  so  at  any  other  time  with- 
in the  City  and  County  of  San  Francisco  pursuant  to  directions  of  the  Chief 
of  Police. 

3.425   Shall  read  the  order,  teletypes  and  reports  made  available  by  the  platoon 
commander  prior  to  beginning  his  duty  tour. 

3.427   Shall  be  subject  to  the  orders  of  the  senior  regular  member  present  when  in- 
volved in  police  duty. 

3.429   Shall  perform  detailed  duties  for  a  subscriber  which  are  unrelated  to  the 

normal  police  function  only  after  they  have  been  approved  by  his  commanding 
officer. 

3.431   Shall  participate  in  training  functions  ordered  by  the  Chief  of  Police. 

3.433   Shall  perform  all  the  duties  of  his  function  in  a  manner  prescribed  by  law. 
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3.435   Shall  be  subject  to  the  following  rules,  where  their  provisions  are  not  in 
conflict  with  those  specifically  directed  to  the  patrol  speciai  officer: 


1.03.2 

2.129 

1.D5.6A 

2.131 

2.01 

2.133 

2.13 

2.135 

2.15 

2.137 

2.21 

2.139 

2.23 

2.141 

2.25 

2.143 

2.31 

2.145 

2.33 

2.147 

2.35 

2.151 

2.39 

2.153 

2.41 

2.155 

2.W 

2.157 

Z.k5 

2.159 

2.k3 

2.161 

2.67 

2.163 

2.73 

2.165 

2.79 

2.167 

2.80 

2.169 

2.81 

2.171 

2.83 

2.173 

2.85 

2.175 

2.87 

2.177 

2.89 

2.179 

2.91 

2.181 

2.93 

2.183 

2.95 

2.185 

2.97 

2.187 

2.99 

5.51 

2.101 

5.53 

2.105 

5.55 

2.111 

5.63 

2.115 

5.65 

2.117 

5.67 

2.-119 

5.119 

2.121 

5.121 

2.123 

5.123 

2.125 

5.125 

5.127 

5.139 

5.141 

5.143 

5.145 

5.147 

5.149 

7.01 

7.03 

7.05 

7.07 

7.09 

7.13 

7.15 

7.17 

7.19 

7.21 

7.23 

7.25 

7.27 

7.29 

7.223 

7.297 

9.27 

9.29 

9.31 

9.35 

9.39 

9.41 

9.43 

9.45 

9.47 

9.49 

9.51 

9.53 

9.55 

9.63 

9.65 

9.67 


9.69 
9.71 
9.73 
9.75 
9.77 
9.79 
9.83 
9.89 
9.91 
9.93 
9.95 
9.97 
9.99 
9.101 
9.179 
9.181 
9.183 
9.185 
9.187 
9.189 
9.191 
9.193 
9.195 
9.197 
9.199 
9.201 
9.203 
10.01 
10.03 
10.05 
10.07 
10.09 
10.11 
10.15 
11.13 
11.15 
11.17 
11.19 
11.21 


11.23 
11.25 
11.29 
11.31 
11.33 
11.37 
11.45 
11.51 
11.57 
11.63 
12.00 
12.01 
12.03 
12.05 
12.07 
12.09 
12.11 
12.13 
12.17 
12.19 
12.21 
12.23 
12.25 
12.27 
12.29 
12,31 
12.33 
12.35 
12.37 
12.75 
12.77 
12.79 
12.83 
12.89 
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ORDERS 
4.00 

4.Q1   The  Chief  shall  have  power  to  issue  orders  not  inconsistent  with,  or  con- 
trary to,  law  or  to  the  rules  of  the  Board.   Such  orders  may  be  written  or 
oral,  and  all  members  affected  shall  observe,  obey  and  enforce  them. 

4.03   The  routine  written  orders  issued  by  the  Chief  9hall  be  designated  as: 

.1   PERMANENT  ORDERS: 

Orders  on  matters  of  continuing  importance  such  as  amendments  to  the  rules, 
change  of  police  procedure,  etc.,  to  be  known  to  the  entire  department  gen- 
erally. 

.2   GENERAL  ORDERS: 


Orders  relating  to  matters  that  need  not  be  known  to  the  entire  department  or 
which  are  to  be  in  Bffect  temporarily  such  as  details,  parades,  funeral  ord- 
ers, or  events  affecting  two  or  more  districts. 

.3   SPECIAL  ORDERS: 


Orders  concerning  individual  districts  or  individual  events. 

.4   PERSONNEL  ORDERS: 

Orders  relating  to  appointment,  promotions,  transfers,  resignations,  retire- 
ments, suspensions,  dismissals,  deaths  and  leaves  of  absence  (other  than  an- 
nual leave). 

.5   BULLETINS: 

All  orders  and  information  relative  to  stolen,  abandoned  or  recovered  auto- 
mobiles or  other  property,  missing  persons,  criminals  wanted,  letters  of  com- 
mendation, eulogies,  announcements  and  other  communications  and  matters  which 
should  be  known  to  the  entire  department,  but  which  do  not  come  within  any  of 
the  foregoing  classifications. 

4.05   Orders  and  bulletins  shall  show  the  day  and  date  of  issuance  and  be  numbered 

consecutively  in  separate  series  beginning  with  numbBr  one  on  January  first  of 
each  year.   Each  order  shall  bear  a  title  or  caption  showing  the  classification  to 
which  it  belongs. 

4.07   Complete  and  separate  files  of  each  series,  in  numerical  order,  shall  be  kept 

in  the  office  of  each  command  and  duplicate  files  of  permanent,  general  and 
special  orders  and  bulletins  shall  be  kept  in  the  assembly  room  or  other  suitable 
place  for  the  information  of  members  of  the  command. 
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PERSONNEL  PROCEDURE 
5.  DO 

PATCHES  OFF 

5.01     MembBrB,  othBr  than  civilian  employees,  shall  ba  entitled  to  two  (2)  matches 
off  in  each  week  exclusive  of  sick  or  disability  leaves,  vacations  and  othBr 
leaves  of  absence  with  or  without  pay„ 

5.03     The  Board  may  authorize  suspension  of  watches  off  for  members  for  any  period 

of  time  whenever  the  exigencies  of  the  services  will  not  permit  same  to  be 
taken.   Watches  off  thus  suspended  shall  be  allowed  by  the  commanding  officer  at  a 
later  date  when  the  granting  of  Bame  does  not  interfar  with  the  efficient  exscution 
of  police  duties u 

EXTRA  DOTY 

5.05  Shall  be  entitled  to  overtime  allowances  for  extra  duty  performed  and  be 
compensated  on  the  basis  of  straight  time  or  equivalent  time  off  with  pay  in 

the  discretion  of  the  Chief  far: 

.1   The  days  declared  to  be  holidays  by  thB  Board  of  Supervisors. 

.2   Duty  performed  in  excess  of  the  normal  tour  of  duty. 

.3   Duty  performed  in  excess  of  forty  Ot0)  hours,  per  week. 

.k       Members  attending  court  in  the  prosecution  of  criminal  cases  during  their 
off-duty  hours  shall  be  allowed  four  (U)   hours  overtime  for  each  day's 
appearance;  said  allowance  to  include  morning  and/or  afternoon  court 
appearances  and  all  conferences  in  connection  with  the  court  appearance. 

.5   Range  appearances  for  requalification  while  not  on  regular  duty, (such 
allowances  shall  not  exceed  three  (3)  hours  for  each  appearance). 

5.06  Duty  performed  during  vacations  or  part  thereof,  or  on  normal  days  off,  shall 
be  paid  on  the  basis  of  straight  time* 

5.07  Extra  duty  performed  may  be  cumulative,  provided,  however,  that  such  accu- 
mulated time  shall  not  exceed  forty  0+0)  hours. 

5.09     Claims  for  extra  duty  allowances  shall  be  presented  on  prescribed  forms  and 
forwarded  to  headquarters  within  twenty-four  (2*0  hours  after  said  duty  has 
bean  performed. 

5.11     Equivalent  time  off  for  extra  duty  shall  be  allowed  by  the  commanding  officer 
when  the  exigencies  of  the  service  permit  same  to  be  taken. 

5.13     Accrued  extra  duty  shall  be  offset  within  one  (1)  year  after  the  last  day  of 

the  month  in  which  it  was  earned;  provided,  however,  that  upon  written  re- 
commendation of  the  commanding  officer,  the  Chief  may  authorize  a  reasonable  extension 
of  time.  Applications  requesting  equivalent  time  off  for  extra  duty  performed  shall  be 
made  on  prescribed  fnrms  and  presented  sufficient  time  in  advance  to  enable  a  check  of 
the  applicant's  overtime  record.   No  application  3hall  be  granted  unlees  approved  by 
the  applicant's  commanding  officer;  and  if  for  more  than  one  (1)  watch  by  the  Chief. 

ANNUAL  LEAVE 

5.15     A  member  shall  be  allowed  a  vacation  with  pay  annuelly,  as  long  as  hs  cont- 
inues in  his  employment  as  follows; 

.1   All  members  whose  work  week  begins  at  8:00  AM  on  Sunday  shall  commence  their 
Annual  leave  on  Sunday. 

.2   After  one  years  continuous  service,  ten  working  days.  After  five  years  cont- 
inuous service,  fifteen  working  days.   After  15  years  continuous  service, 
twenty  working  days. 

.3   With  approval  of  their  appointing  officer,  members  may  elect  not  to  take 
their  entire  vacation  in  any  one  year,  and  carry  over  time  net  used,  for 


use  in  future  years  as  follows: 

A .  More  than  one  but  less  than  five  years  service,  five  working  days. 

B .  Five  or  more  years,  tBn  working  days. 

C .  Time  so  carried  over  to  db  accumulated  and  used  in  units  of  five  working 
days. 

D  „    IMo  mBmber  may  accumulate  unused  vacation  allowance  in  excess  of  thirty  (30) 
working  days,  regardless  of  length  of  service.  Deferred  vacation  is  good  un- 
til used  and  shall  not  be  renewed  each  year, 

E  .    Members  electing  to  defer  a  portion  of  their  annual  vacation  shall  complete 
the  "Request  to  Defer  Vacation"  card,  Form  PR  6.1.7,  in  conjunction. with 
thBir  written  requBst  in  sufficient  time  for  consideration  by  the  office  of 
the  Chief. 

F  .  Members  electing  to  use  all  or  part  of  their  deferred  vacation  in  conjunc- 
tion with  their  regular  vacation  shall  complete  the  "Request  to  Use  Defer- 
red Vacation"  card,  Form  PR  6.1.8  and  submit  same  with  their  regular  vaca- 
tion card,  Form  F2^01,  in  sufficient  time  for  consideration  by  the  office 
of  the  Chief,  Dates  used  on  vacation  card  shall  include  any  deferred  vaca- 
tion used. 

G  .  Members  dBsiring  to  use  all  or  part  of  their  deferred  vacation  not  in  con- 
junction with  their  regular  vacation,  shall  submit  the  "Request  to  Use  De- 
ferred Vacation"  card,  Form  PR  6.1.8,  in  sufficient  time  for  consideration 
by  the  office  of  the  Chief. 

If  a  holiday  occurs  during  such  member's  vacation,  and  the  member  would,  as  a 
matter  of  law,  have  been  entitled  to  said  day  as  a  regular  day  off,  such  holi- 
day shall  not  be  considered  a  day  of  vacation  chargeable  to  the  member's  vaca- 
tion allowance.  The  day  must  be  taksn  in  conjunction  with  and  immediately  follow- 
ing the  member's  current  vacation  period. 

Members  shall  not  accept  paid  employment  elsewhere  while  on  vacation.   If  any 
member  does  accept  paid  employment  while  on  vacation,  he  shall  forfeit  ths  vaca- 
tion compensation  to  which  he  is  otherwise  entitled. 

Msmbsrs  in  their  final  year  of  service  before  retirement  may  elect  to  takB  a  cash 
payment  in  lieu  of  the  vacation  due  them.  Such  cash  payment  shall  be  pro-rated, 
based  on  the  number  of  months  of  service  since  January  1st  of  the  final  year, 

IMo  member  shall  be  allowed  a  vacation  prior  to  the  completion  of  one  year  of  con- 
tinuous service;  provided,  however,  that  where  the  first  vacation  due  member 
falls  within  the  last  two  (2)  weBks  of  any  calendar  year,  the  member  shall  start 
his  vacation  within  such  2-week  period  and  extend  its  completion  into  the  next 
calBndar  ysar  without  affscting  his  right  to  a  vacation  during  the  next  calendar 
year. 

Members  who  are  absent  from  duty  because  of  temporary  disability  arising  out  of 
and  in  the  course  of  their  employment  and  who  are  governed  by  Section  172  of  the 
Charter  or  ths  Workmens  Compensation  laws  included  in  the  Labor  Code  of  the 
State  of  California  shall  not  lose  any  vacation  rights  by  virtue  of  such  absence. 
Vacations,  however,  shall  not  be  taken  during  the  period  that  the  member  is  re- 
ceiving compensation  benefits,  except  that,  if  such  member  is  entitled  to  a  vaca- 
tion he  shall  take  so  much  thereof  as  he  is  entitled  to  but  not  to  exceed  fivB 
working  days  thereof  immediately  prior  to  the  end  of  the  calendar  year  and  shall 
have  the  remaining  days  of  his  vacation,  if  any,  carried  over  for  use  in  future 
years.   The  pay  for  such  vacation  period  shall  be  an  amount  which,  when  added  to 
the  disability  indemnity,  if  any,  will  result  in  a  paymsnt  Df  full  salary  or 
wage.   Members  who  have  received  a  permanent  disability  award  and  who  are  unable 
to  return  to  their  employment  because  of  such  disability  are  not  deemed  employ- 
ees who  are  entitled  to  the  benefits  of  this  section. 
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.9  One-twelfth  of  the  total  vacation  allowance  shall  be  deducted  from  the  vaca- 
tion allowance  provided  for  in  the  Charter,  for  each  22  accumulated  working 
days  absence  without  pay  since  the  preceding  vacation;  provided,  however, 
that  no  deduction  shall  be  made  for  the  first  kk   days  of  absence  without  pay 
while  on  sick  leave,  nor  for  any  period  in  which  a  member  is  absent  due  to 
suspension.   The  total  amount  of  reduction  shall  be  adjusted  to  the  nearest 
one-half  day.   Such  days  of  absence  need  not  be  consecutive,  and  where  app- 
licable 30  calendar  days  absence  shall  be  used  for  this  purpose  in  lieu  of 
22  working  days. 

DEFINITION: 

DEFERRED  VACATION:   Request  to  use  a  portion  of  vacation  in  current  year  and  accumu- 
late remainder  for  use  in  future  years. 

SPLIT  VACATION:     Request  to  use  a  portion  of  vacation  at  one  time  during  year  and 

remainder  at  another  time  in  same  year. 

5.17     On  recommendation  of  a  commanding  officer  and  with  the  approval  of  the  Chief 

a   member  may  be  allowed  five  (5)  working  days  extra  duty  to  be  taken  PRIOR, 
WITH  or  AFTER  the  annual  leave  of  absence.   Such  time  to  be  deducted  from  accumulated 
overtime. 

5.19     A  member  shall  submit  a  written  report  to  his  commanding  officer  indicating 
where  he  may  be  located  during  such  leave. 

.1  An  application  to  leave  the  State  shall  be  made  in  writing  to  the  Chief  and 
no  member  shall  leave  the  State  without  first  having  secured  such  permission. 

MILITARY  LEAVE 

5.21     A  member  shall,  after  one  (1)  year  continuous  service,  be  entitled  to  a 

Military  leave  of  absence  with  pay  for  a  period  not  to  exceed  thirty  (30) 
calendar  days  in  any  one  fiscal  year,  nor  for  more  than  thirty  (30)  calendar  days  dur- 
ing any  period  of  continuous  military  leave  when  ordered  to  active  duty  with  the 
Armed  Forces  of  the  United  States. 

LEAVES  WITHOUT  PAY 

5.23      Application  for  leave  of  absence  without  pay,  as  set  forth  in  the  Charter, 
shall  be  made  in  writing  to  the  member's  commanding  officer,  who  ahBll  be 
either  approve  or  disapprove  and  forward  such  application  to  the  Chief.  If  approved 
by  the  Chief,  the  application  shall  be  referred  to  the  Board  for  its  determination. 

5.25      When  a  member  is  granted  a  leave  with  or  without  pay  for  a  period  of  two 

(2)  or  more  days,  he  shall  submit  a  report  in  writing  to  his  commanding 
officer  indicating  where  he  may  be  located  during  such  leave. 

SICK  LEAVE 

5.27      A  leave  of  absence,  with  full  pay,  because  of  illness  or  injury  not  incur- 
red in  the  course  of  employment  shall  be  known  as  sick  leave,  except  that 
members  of  the  Department  who  become  injured  as  the  result  of  engaging  in  secondary 
employment  shall  not  be  entitled  to  sick  leave  with  pay  for  such  injury. 

5.29      A  leave  of  absence,  with  full  pay,  for  one  of  the  following  causes  shall 
also  be  known  as  sick  leave. 

.1   Absence  due  to  quarantine  established  and  declared  by  the  Department  of 
Public  Health  or  other  competent  authority,  which  shall  be  for  the  period 
of  quarantine  only. 

.2   Absence  necessitated  by  death  of  mother,  father,  wife,  child,  brother  or 
sister,  provided  that  in  such  case  the  leave  shall  not  extend  beyond  the 
date  of  burial  of  said  deceased  person,  or  shall  not  extend  beyond  the 
third  «iay  after  the  date  Df  death  of  such  relative,  whichever  is  thB 
earlier. 
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.3  AbsencB  necessitated  by  death  of  other  relatives;  hut  leave  with  pay  in  such 
cases  shall  be  far  not  more  than  onB  (1)  day  to  permit  attendance  at  the 
funeral  of  said  person. 

5,31       Members  of  the  department  under  permanent  appointment  who  have  regularly 

occupied  their  positions  for  at  least  six  (6)  months  shall  be  entitled  to 
sick  leave  with  full  pay  at  the  rate  of  two  (2)  weeks  for  each  year  of  service,  or 
when  less  than  a  full  year  of  service  is  involved,  on  a  pro  rata  basis  for  Bach  month 
of  servicB. 

5.33       Members  who  have  occupied  their  positions  under  temporary  appointment  con- 
tinuously for  at  lBast  one  (1)  year  and  who  thereafter  are  absent  because 
of  illness  or  injury  as  defined  in  Section  1  and  2  of  Rule  32  of  the  Civil  ServicB 
Rules  shall  be  entitled  to  sick  leave  with  full  pay  during  their  occupancy  of  such 
positions  at  rate  of  two  (2)  weeks  for  each  year  of  service  or  aftBr  the  first  con- 
tinuous year  of  service  at  a  pro  rated  rate  for  each  month  of  service  when  less  than 
a  full  year  of  servica  is  involved. 

5.35       Such  sick  leave  with  pay,  when  not  used,  shall  be  cumulativE,  but  the  accu- 
mulated, unusBd  psriod  of  sick  lsave  shall  not  exceed  six  (6)  months,  re- 
gardless of  length  of  sBrvice. 

5.37     Accumulated  sick  leavs  with  salary  may  be  used  by  members  who  are  absent 

from  duty  because  of  incapacity  resulting  from  bodily  injury  received  in,  or 
illness  caused  by,  the  performance  of  duty,  for  time  after  the  expiration  of  the 
period  during  which  disability  benefits  are  payable  under  Section  172  of  the  Charter. 
ThB  amounts  of  such  salary  paid  under  this  paragraph  shall  not  be  more  than  sufficient 
when,  added  to  disability  indemnity,  if  any,  paid  as  provided  by  law  to  members  so  in- 
capacitated, to  equal  the  normal  rate  of  salaries  of  such  members  in  their  respective 
municipal  positions  for  their  regular  work  schedules  effective  at  the  commencement  of 
the  disability.   Such  sick  leave  salaries  shall  be  authorized  on  separate  payrolls  or 
time  rolls  prepared  by  ths  department  in  which  the  officer  or  employee  is  engaged  only 
after  certification  by  the  Retirement  Board  of  the  amount,  if  any,  of  said  disability 
indBmnity  bsnsfit  paid  for  the  period. 

5.39     In  cases  whsrs  such  salary  has  been  paid  because  of  an  absence  due  to  in- 
capacity not  then  known  to  entitle  the  members  to  such  disability  indemnity, 
and  subsequently  it  is  detarmined  by  the  Retirement  Board  that  the  officer  or  employee 
is  entitled  to  disability  indemnity  payments  during  such  period,  then  provisions  shall 
be  mads  for  reimbursement  to  the  appropriate  city  and  county  fund  or  an  amount  derived 
from  such  disability  payments  as  shall  reduce  the  amount  of  sick  leave  salary  paid  from 
such  fund,  to  what  it  would  have  been  if  such  salary  has  been  paid  under  the  limita- 
tion provided  above,  namely,  that  such  salary  paid  when  added  to  the  disability  indem- 
nity payments  to  which  the  officer  or  employee  subsequently  became  entitled  shall  not 
exceed  the  normal  salary  rate  of  the  members,  and  a  record  of  the  member's  earned  and 
unused  sick  leave  credits  shall  be  adjusted  accordingly.   Payment  of  sick  leave  salary 
followed  by  rsimbursement  tn  the  appropriate  city  and  county  fund  from  such  disability 
indemnity  benefits  shall  be  in  satisfaction  and  discharge  of  the  obligation  of  the 
City  and  County  to  pay  such  benefits  up  to  the  amount  of  such  benefits  used  as  reim- 
bursBmsnt. 

5.*»1     Members  shall  be  entitled  to  an  accumulation  of  two  (2)  weeks  sick  leave 

necessitated  bscause  of  absence  due  to  quarantine  or  death  of  relatives 
until  the  maximum  of  six  (6)  months  accumulation  has  been  reachsd  at  which  time  de- 
duction shall  be  made  from  accumulated  sick  leave  credits  of  any  absences  due  to  qua- 
rantins  or  death  of  relatives,  provided  that  when  said  maximum  accumulation  of  six 
(6)  months  has  been  reached,  and  thereafter  part  of  said  maximum  of  six  (6)  months  has 
bsen  used,  the  used  part  of  said  maximum  may  again  be  replenished  at  the  rate  of  two 
(2)  wesks  for  each  subsequent  year  of  servicB.   Sick  leave  with  pay  allowed  since  ths 
prssent  Charter  became  effEctivs  on  January  a,  1932,  shall  be  dsducted  from  ths  above 
mentioned  accumulations. 

DISABILITY  LEAVE 

5.^3     A  leavB  of  absence  due  to  disability  caused  by  illness  or  injury  arising 

out  of,  and  in  the  course  of,  employment  shall  bs  known  as  disability  lBavs. 

-51- 


5.*»5     Members  of  the  Department  who  are  absent  from  duty  because  of  disability 

arising  out  of,  and  in  the  course  of,  employment  shall  be  entitled  to  full 
pay;  the  extent  of  such  absence  to  be  determined  by  the  Retirement  Board. 

5.U7  A  finding  by  the  Retirement  Board  that  the  illness  or  injury  did  not  arise 

out  Df,  or  in  the  course  of,  employment  shall  be  conclusive  evidence  of  that 
fact. 

5.*»9     The  benefits  obtainable  under  these  provisions  shall  automatically  terminate 
on  the  date  of  retirement  on  pension  of  such  member  receiving  benefits  there 
under. 

SICKNESS  AND  DISABILITY 

5.51     A  member  unable  to  report  for  duty  at  the  prescribed  time  as  a  result  of 

sickness  or  disability  shall  immediately  report  that  fact  to  his  station  or 
bureau  and  without  unreasonable  delay  forward  to  his  commanding  officer,  a  certificate 
signed  by  the  attending  qualified  physician  or  surgeon.  If  said  certificate  is  sent 
by  mail,  it  shall  be  mailed  by  Special  Delivery  Registered  Mail  and  the  station  or 
bureau  so  notified. 

5.53     Shall  not  apply  for  treatment  or  obtain  a  certificate  for  sickness  or  dis- 
ability from  the  police  surgeon. 

5.55     Shall  not  absent  himself  from  duty  on  account  of  sickness  or  disability 

which  is  simulated.   He  shall  not  attempt  to  mislead  or  deceive  his  attend- 
ing physician  or  the  police  surgeon. 

5.57     Shall,  while  absent  from  duty  on  account  of  sickness  or  disability,  strictly 

comply  with  the  instructions  of  the  police  surgeon  and  remain  at  his  res- 
idence, unless  otherwise  authorized  by  said  surgeon. 

5.59     Shall,  when  on  sick  leave  and  the  periods  prescribed  in  the  rules  and  pro- 
cedures have  been  exhausted,  report  for  duty  within  twenty-four  (,2k)    hours. 

5.61     Shall,  before  returning  to  duty  after  an  absence  of  sick  or  disability 
leave,  report  to: 

.1   The  Personnel  Sergeant,  or, 

.2   The  Police  Surgeon  for  a  physical  examination  as  to  his  fitness  to  perform 
police  duty. 

OFFICER-IN-CHARGE 

5.63     Shall,  when  a  certificate  is  received  indicating  sickness  or  disability 

incapacitating  a  member  from  duty,  cause  proper  entry  to  be  made  in  the  Log 
Book  acknowledging  such  receipt. 

5.65     Shall,  when  a  member  is  reported  to  him  as  being  disabled,  require  such 

person  to  make  an  immediate  written  report,  if  possible,  showing  the  cause 
of  the  alleged  disability  and  the  manner  in  which  it  was  sustained.   He  shall  de- 
tail a  superior  officer  to  investigate  whether  or  not  the  disability  was  sustained 
in  the  performance  of  police  duty,  and  whether  he  was  on  or  off  duty  at  the  time. 
The  superior  officer  detailed  shall  make  a  written  report  of  his  investigation 
and  state  therein  whether  or  not  the  report  made  by  the  disabled  person  is  true.  In 
case  the  injured  person  is  unable  to  make  his  report,  it  shall  be  made  by  another 
officer  or  by  the  visiting  superior  officer. 

.1   When  a  member  of  the  Department  is  injured  while  on  duty,  the  following  re- 
ports shall  be  submittad: 

a.  Industrial  Accident  Report  (Form  5D2D) 

b.  Investigation  Report  of  Superior  Officer  stating  all  facts  regarding 
such  injury,  together  with  the  name  and  addresses  of  witnesses,  if  any. 

.2   When  a  member  of  the  department  is  injured  off  duty  and  said  injury  is  in- 
curred in  the  line  of  duty,  the  following  reports  shall  be  submitted: 

a.  Industrial  Accident  Report  (Form  5020) 

b.  Investigation  Report  of  Superior  Officer  stating  all  fact9  regarding 
such  injury,  together  with  the  names  and  addresses  of  witnesses,  if  any. 

.3   When  a  member  is  injured  off  duty,  not  in  the  line  of  duty,  the  following 
reports  shall  be  submitted: 
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a.  Police  Department  Incident  RBpurt,  "Aided  Case". 

b.  Investigation  Report  cif  superior  officer  stating  ell  facts  regarding 
such  injury,  together  with  the  names  and  addresses  of  witnesses,  if  any. 

5.67     Shall  cause  proper  entry  to  db  made  in  the  Log  Book  upon  the  return  to  duty 

of  a  member  of  his  command  absent  from  duty  because  of  sick  or  disability 
leave. 

PERSONNEL  RATINGS 

5.69     All  sworn  members,  except  the  Chief  of  Police,  shall  be  rated  for  periods 
ending  April  1  and  October  1  annually,  Except: 

1.  If  he  has  not  spent  the  last  sixty  calendar  days  of  the  period  in  a 
unit  to  which  he  is  assigned  at  the  time  when  ratings  are  to  be 
submitted,  he  shall  not  be  rated  for  that  period  by  that  unit; 

2.  At  the  time  of  a  member's  transfer  to  a  new  unit,  a  special  rating 
shall  be  madB  by  the  unit  from  which  he  is  transferred. 

PROBATIONARY  POLICE  OFFICERS 

5.71     The  rating  system  to  be  employed  shall  be  administered  in  two  (2)  parts.  The 
first  part  of  the  system  shall  apply  while  the  probationer  is  assigned  at  the 
Police  Academy  for  rBcruit  training.   Said  training  shall  be  for  a  minimum  period  of 
fourteen  (14)  weekB.   During  this  period  of  training  the  probationer  will  be  rated  on 
the  following  qualifications: 

.1    Personal  traits 

.2    Physical  activities 

.3    Scholastic  activities 

5.73     The  second  phase  of  the  rating  system  shall  be  applied  after  the  probationer 
has  left  the  academy  and  has  been  assigned  to  duty.  Prior  to  the  probation- 
er completing  his  first  year  of  service,  he  will  be  assigned  to  a  district  or  bureau 
for  approximately  eight  (8)  months.   He  shall  not  receive  a  rating  at  the  district  or 
bureau  until  he  has  completed  one  (1)  month  of  duty.   It  is  to  be  noted  there  are  ade- 
quate spaces  allocated  for  the  rating  of  the  probationer  during  his  assignment.   The 
column  designated  "final"  shall  be  used  for  the  over-all  average  maintained  by  the 
probationer. 

RATING  PERIODS 

5.75     The  rating  periods  to  be  used  while  the  probationers  are  assigned  to  district 
or  bureaus  are  as  follows: 


First  period  at  the  end  of  the  fifth  month. 
Second  period  at  the  end  of  the  sixth  month. 
Third  period  at  the  end  of  the  seventh  month. 
Fourth  period  at  the  end  of  the  eighth  month. 
Fifth  period  at  the  end  of  the  ninth  month. 
Sixth  period  at  the  end  of  the  tenth  month. 
Seventh  period  at  the  end  of  the  eleventh  month, 


.2    The  seventh  rating  period  shall,  be  made  before  the  completion  of  the  pro- 
bationer's year  of  service. 

.3    The  final  rating  shall  also  be  made  at  this  time  and  the  Probationary  Record 
forwarded  to  the  Office  of  the  Chief  of  PolicB. 

5.77     In  a  district  station,  a  patrolman  shall  be  rated  by  the  sergeant  who  is  hiB 

usual  immediate  superior,  and  by  the  lieutenant  of  whose  platoon  he  is  a 
member.   A  sergeant  shall  be  rated  by  the  lieutenant  of  whose  platoon  he  is  a  member, 
and  by  the  Captain.   The  lieutenant  shall  be  rated  by  the  Captain.   A  captain  shall  be 
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rated  only  by  the  Supervising  Captain  of  Districts. 

5.79    A  member  of  any  unit  other  than  a  district  station  shall  be  rated  by  his  us- 
ual immediate  superior,  and  by  one  other  supervisor  whom  the  Commanding  Offic- 
er has  designated,  and  who  has  been  intimately  and  continuously  acquainted  with  thB 
member  and  his  mark.  If,  in  the  judgment  of  the  Commanding  Officer,  only  the  immediate 
superior  possesses  the  degree  of  familiarity  needed  for  true  and  accurate  elevation 
the  subject,  his  rating  will  suffice.  The  Commanding  Officer  himself  may  serve  in  the 
capacity  of  second  rater,  providing  that  he  possesses  direct  knowledge  of  the  member's 
personal  traits  and  performance. 

5.81    Commanding  Officers,  other  than  district  captains,  and  heads  of  bureaus  shall 
be  rated  only  by  their  immediate  superiors. 

5.83    The  form  of  evaluation  employed  shall  be  the  San  Francisco  Police  Rating  Sys- 
tem. The  point  count  formula  utilized  shall  be  that  determined  by  the  Direc- 
tor of  Personnel. 

5.85    A  single  form  for  each  member  shall  be  prepared  at  thB  time  of  each  rating, 
the  one  or  two  raters  affixing  their  signatures  upon  completion. 

5.87    The  Commanding  Officer  shall  review  each  rating  form,  and,  upon  being  satis- 
fied that  it  has  been  prepared  accurately  and  conscientiously,  shall  forward 
it  to  the  Director  of  Personnel.  This  shall  be  accomplished  within  two  weeks  follow- 
ing the  close  of  a  rating  period. 

5.89    The  rater  shall  discuss  with  his  commanding  officer  any  significant  trait  of 

the  rated  member  not  provided  for  in  the  form.  The  commanding  officer  shall 
discuss  with  the  Director  of  Personnel  any  specific  quality  of  a  rated  member  not  in- 
cluded in  the  completed  form. 

5.91    Upon  written  application  made  to  his  Commanding  Officer,  a  member  shall  be 

permitted  to  inspect  his  ratings.  If  he  wishes  to  challenge  the  validity  of 
any  rating,  he  may  submit  his  reason  in  writing.  Thereupon,  a  study  shall  be  made  by 
his  Commanding  Officer  to  dstermine  whether  the  questioned  rating  is  inaccurate  or  un- 
fair. 

5.93    When  rating  scores  have  besn  compiled  by  the  Director  of  Personnel,  a  tabular 
lists  of  results  shall  be  forwarded  to  each  Commanding  Officer  concerned. 

5.95    After  a  rating  form  has  been  evaluated,  it  shall  be  placed  in  the  member's 
personnel  folder. 

MERITORIOUS  CONDUCT 

5.119   Commendation  for  Meritorious  Conduct  shall  consist  of  three  (3)  grades: 

.1  FIRST  GRADE,  when  all  the  following  elements  exist: 

A.  Outstanding  bravery  above  and  beyond  that  Bxpected  in  the  line  of  duty. 

B.  Where  failure  to  take  such  action  would  not  justify  censure. 

C.  Where  the  risk  of  life  actually  existed  and  the  member  had  sufficient 
time  to  evaluate  it. 

D.  Where  the  abjective  is  of  sufficient  importance  to  justify  the  risk. 

E.  Where  the  member  accomplishes  his  objective  or  is  prevented  from  same  by, 
incurring  a  disabling  injury  or  death. 

.2  5EC0IMD  OR  THIRD  GRADE,  when  all  the  following  elements  exist: 

A.   Whers  the  member  manifests  outstanding  bravery  in  the  performance  of  his 
duty  under  circumstances  not  within  the  provisions  required  for  a  First 
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Grade  award. 

B.  Where  the  member  risks  his  life  with  full  and  unquestionable  knowledge  of 
the  danger  involved  or  where  a  reasonable  person  would  assume  his  life 
was  in  great  danger. 

C.  Where  his  objective  is  of  sufficient  importance  to  justify  the  risk. 

D.  Where  the  member  accomplishes  his  abjective  or  is  prevented  from  same  by 
circumstances  beyond  his  control.  The  members  of  the  Meritorious  Conduct 
Committee  shall  evaluate  the  objective,  the  risk,  the  degree  of  danger  and 
determine  by  their  vote  whether  a  second  or  third  grade  award  shall  be 
granted. 

.3     THIRD  GRADE 

A.    In  making  an  investigation  in  a  serious  felony  case,  when  it  is  shown 
that  the  apprehension  was  made  possible  by  diligent  and  painstaking 
research  on  the  part  of  the  member  and  where  it  clearly  appears  that 
he  correctly  weighed  and  evaluated  all  the  clues  and  circumstances  at 
his  disposal.  This  award  does  not  contemplate  arrests  made  solely  on 
the  information  of  an  informant. 

5.121      A  member  other,  than  a  commanding  officer,  performing  an  act,  which,  in 

his  belief,  would  qualify  under  these  provisions,  shall  submit  a  report  in 
writing  to  his  commanding  officer  setting  forth  the  full  particulars  surrounding  such 
performance  of  police  duty. 

5.123      The  commanding  officer  shall  make  a  personal  investigation  to  determine  if 

said  act  comes  within  the  provisions  as  set  forth  above,  and  shall  submit 
his  personal  report  to  the  Chief  indicating  approval  or  disapproval. 

5.125      A  commanding  officer  performing  an  act  which,  in  his  belief,  would  qualify 

under  these  provisions  shall  submit  his  initial  report  to  the  Chief.  The 
Chief  shall  detail  a  senior  officer  to  investigate. 

5.127      Application  for  commendation  under  these  provisions  shall  be  made  within 

thirty  (3D)  days  after  the  date  upon  which  the  alleged  meritorious  act  was 
performed.  The  Meritorious  Conduct  Committee  shall  not  consider  an  application  unless 
made  and  filed  as  herein  provided.  The  Chief  shall  refer  such  reports  to  thB  Meritor- 
ious Conduct  Committee. 

MERITORIDUS  CONDUCT  COMMITTEE 

5.129      Shall  consist  of  the  fallowing: 

.1    One  (1)  member  af  the  Police  Commission  who  shall  act  as  Chairman. 

.2    All  Civil  Service  Captains  of  Police,  provided  that  such  captains  when 

granted  a  leave  of  absence  to  accept  appointive  positions  within  the  depart 
ment  shall  remain  members  of  the  Board. 

.3    In  the  absence  of  the  Chairman,  the  members  of  the  committee  present  shall 
elect  a  Chairman  for  that  particular  meeting. 

5.131      In  the  hearing  of  applications,  the  Meritorious  Conduct  Committee  shall  be 
governed  by  the  following  rules: 

.1    Six  (6)  members  shall  constitute  a  quorum  for  the  transaction  of  all  busi- 
ness. 

.2    Applications  shall  be  heard  and  voted  upon  separately,  provided,  however, 
that  when  two  (2)  or  more  members  apply  for  commendation  arising  out  of 
their  joint  acts,  their  applications  may  be  heard  and  voted  upon  at  the 
same  time. 
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.3    Should  a  member  of  the  Meritorious  Conduct  Committee  make  application  on 

behalT  of  a  member  for  meritorious  conduct,  the  said  member  of  the  commit- 
tee may  participate  in  the  hearing  and  may  be  a  witness,  but  he  shall  be 
disqualified  from  voting. 

,U  A  two-thirds  vote  of  those  present  at  the  hearing  and  authorized  to  vote 

shall  be  necessary  to  approve  any  application.  In  voting  on  applications, 
members  of  the  Committee  may  vote  a  first,  second,  or  third  grade  award,  a 
captains'  commendation,  or  reject  the  application,  regardless  of  the  re- 
commendation of  the  submitting  officer.  In  the  event  an  applicant  does  not 
receive  the  necessary  two-thirds  vote  for  approval  in  the  highest  grade  for 
which  votes  are  received,  those  votes  shall  be  added  to  the  votes  are  re- 
ceived in  the  lower  grades  in  descending  order  until  the  required  two-third 
majority  is  received. 

.5    Voting  on  applications  shall  be  by  secret  ballot,  however,  this  provision 
may  waived  by  unanimous  approval  of  members  present. 

5.133      The  Meritorious  Conduct  Committee  may  call  and  examine  witnesses  regarding 
the  matters  to  be  heard  and  determined. 

5.135  Nothing  as  herein  provided  shall  be  deemed  to  prohibit  the  Meritorious  Con- 
duct Committee  from  recommending  that  a  member  be  commended  by  his  command- 
ing officer. 

5.137      The  Secretary,  Meritorious  Conduct  Committee,  shall  keep  a  record  of  the 

proceedings.  Shall  return  all  applications  to  the  Chief  with  the  action  of 
the  committee  endorsed  thereon. 

THE  CHIEF 

5.139      After  the  Meritorious  Conduct  Committee  has  acted,  the  Chief  shall  forward 

said  applications  to  the  Board  with  his  approval  or  disapproval  endorsed 
thereon. 

THE  BOARD 

5.1*»1      May  reward  any  member  for  heroic  or  meritorious  conduct.  The  form  or  amount 

of  said  reward  shall  be  discretionary  with  the  Board,  but  must  not  exceed 
(1)  month's  salary  in  any  one  instance,  Shall  exercise  an  independent  judgment  and  may 
investigate  the  matter  anew  in  considering  applications  for  meritorious  conduct  awards. 
The  approval  or  disapproval  of  such  applications  by  the  Meritorious  Conduct  Committee 
or  by  the  Chief  shall  not  be  binding  on  the  Board.  Commendations  for  meritorious  con- 
duct shall  not  be  effective  until  the  approval  of  the  Board  has  been  obtained. 

CHARGES  AND  TRIALS 

5.1U3      A  charge  is  a  formal  accusation  alleging  misconduct  on  the  part  of  a  member* 
Charges  must  be  definite,  clear  and  specific. 

5.H»5      Charges  by  superior  officers  shall  be  sworn  to  before  the  Chief  or  other 

person  authorized  to  administer  an  oath  and  filed  with  the  Secretary  of  the 
Board.  Charges  shall  be  prepared  in  duplicate  giving  the  first  name,  middle  initial 
and  surname  of  the  accused. 

5.1^7      Charges  made  by  persons  other  than  superior  officers  must  contain  a  state- 
ment of  facts  constituting  the  grounds  of  complaint  in  ordinary  and  concise 
language  subscribed  by  the  party  making  said  charges  and  verified  before  some  person 
authorized  to  administer  an  oath. 

SERVICE  DF  CHARGES 

5.1<»9      Charges  shall  be  served  upon  members  as  follows:. 

.1    By  serving  a  copy  of  the  charges  on  the  accused  personally,  taking  his  re- 
ceipt on  the  original  showing  time  and  date  of  service. 

-56- 


.2    If  thB  personal  service  cannot  be  made,  then  by  leaving  a  copy  of  the 

charges  with  some  competent,  person  over  the  age  of  twenty-one  (21)  years 
at  his  last  known  residence,  informing  such  person  orally  of  the  nature  of 
the  papers. 

.3    If  personal  service  cannot  be  made  or  if  a  copy  of  the  charges  cannot  be 
left  with  some  competent  person  over  the  age  of  twenty-one  (21)  years  at 
the  last  known  place  of  residence  of  the  accused,  then  by  posting  a  copy 
of  the  charges  conspicuously  in  the  station  or  bureau  to  which  the  accused 
is  attached  al  least  six  (6)  days  before  the  date  set  for  trial. 

.k  Said  charges  shall  be  served  at  least  six  (6)  days  before  thB  date  set  for 

the  hearing  of  same  and  in  computing  said  period  of  six  (6)  days,  the  date 
of  service  shall  be  excluded  and  the  date  of  hearing  included. 

.5    At  least  twenty-four  {2k)    hours  beforB  the  hearing  the  person  charged  shall 
file  in  writing  with  the  Board  his  plea  of  guilty  or  not  guilty.  Whatever 
his  plea  may  be,  he  shall  appear  in  person  at  the  time  and  place  fixed  for 
the  hearing. 

.6    When  charges  are  servBd  under  the  provisions  of  either  subdivision  two  (2) 
or  three  (3)  the  member  serving  same  shall  submit  a  report  stating  how 
service  was  made  and  return  same  with  the  original. 

5.151      Any  member  who,  after  a  trial  by  the  Board,  is  found  guilty  of  violating 

any  rule  of  the  department  or  any  order  or  instruction  issued  by  competsnt 
authority  shall  be  punished: 

.1    By  rsprimand. 

.2    By  fine,  not  Exceeding  one  (1)  month's  salary. 

.3    By  suspension  for  a  period  not  exceeding  three  (3)  months  for  any  one  in- 
cident. 
,k  By  dismissal  from  the  department. 

SUSPENSION 

5.153      A  member  may  be  suspended  by  the  Chief  pending  trial  before  the  Board,  or 
as  a  disciplinary  measure  by  the  Chief  pursuant  to  Rules  3.D6. 

5.. 155     When  a  member  is  temporarily  suspended,  charges  shall  be  filed  with  the 
Board  within  one  (1)  week  after  the  date  of  such  suspension. 

5.157     A  member  under  suspension  shall  remain  subject  to  the  orders  of  the  Chief 
and  the  rules  and  procedures. 

5.159     When  a  member  is  temporarily  suspended  pending  the  hearing  of  charges,  the 

said  charges  shall  be  heard  by  the  Board  nut  more  than  thirty  (3D)  days 
after  the  date  of  suspension.  If  a  hearing  shall  be  delayed  beyond  such  time  by  the 
act  or  at  the  request  of  the  accused  member,  the  additional  time  requested  shall  be 
construed  to  be  "Leave  of  Absence  Without  Pay"  and  the  request  for  additional  time  and 
Request  for  Leave  of  AbsencE  Without  Pay  shall  be  in  writing  and  processed  in  accor- 
dance with  applicable  law  or  rules. 

5. ISO     Whenever  a  disciplinary  suspension  by  the  Chief  has  been  imposed,  the  mem- 
ber may  appeal  to  the  Board  for  hearing  not  later  than  ten  (10)  days  after 
such  suspension.  The  appeal  shall  be  filed  with  the  Secretary  of  the  Board  by  the 
member  and  shall  be  in  writing.  The  hearing  on  the  appeal  shall  be  held  not  later 
than  thirty  (30)  days  following  filing.  The  member  may  be  represented  by  counsel,  and 
may  produce  witnesses,  who  shall  be  heard  under  oath. 
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DRILL  AMD  CEREMONIES 

6.D1     Qrill  consists  of  certain  movements  by  which  a  group  of  persona  is 

moved  in  an  orderly  manner  from  one  formation  to  another  or  from  one 
location  to  another.  Ceremonies  consist  of  formations  and  movements  in  which 
an  individual  is  given  or  receives  honors.   Inspection  is  when  a  group  of  persons 
Bxhibits  his  uniform,  equipment  or  state  of  training. 

6.03     The  basic  guide  for  drill  and  ceremonies  for  the  department  is  sel- 
ected portions  of  the  Field  Manual  22-5,  "Drill  and  Ceremonies", 
Department  of  thB  Army.  The  Chief  may  direct  certain  modifications  in  recogni- 
tion of  the  requirements  of  the  police  service. 

6.05     Drills  and  ceremonies  frequently  used  by  the  department  shall  be  indi- 
cated in  the  following  sections.  Formations  seldom  used  will  not  be 
listed,  but  shall  be  the  subject  of  a  special  orders,  initiated  by  the  person 
charged  with  the  responsibility  for  the  function,  and  terminated  upon  comple- 
tion of  the  event. 

6.07     Directions  of  supervisory  personnel  when  conducting  a  police  forma- 
tion shall  be  obeyed  as  any  other  lawful  order  of  a  superior. 

6.09     Commissioned  officers  and  non-commissioned  officers  occupy  desig- 
nated pasts  in  the  various  formations  or  units.  When  changes  of 
formations  involve  changes  of  posts,  the  new  posts  are  taken  by  the  most  dirBct 
route,  except  when  otherwise  prescribed,  and  should  be  taken  as  soon  as 
practicable  after  the  Command  of  Execution  For  the  movement.  Commissioned 
officers  and  non-commissioned  officers  who  have  prescribed  duties  in  connec- 
tion with  the  movement  take  their  posts  when  such  duties  are  completBd.  Whan 
executing  any  facing  movement,  alining  units,  or  when  moving  from  one  post  to 
another,  commissioned  officers  and  non-commissioned  officers  maintain  a  mili- 
tary bearing  and  move  with  precision. 

6.11     When  a  non-commissioned  officer  takes  the  placB  of  a  commissioned  officer 

in  commanding  a  unit,  or  an  element  of  a  larger  unit  hs  occupiss  the 
same  post  as  prescribed  for  the  commissioned  officer. 

DEFINITIONS 

6.13     To  help  understand  the  meaning  of  certain  terms  used  in  this  ChaptBr,  the 
following  definitions  are  included: 

.1     Cadence  is  the  uniform  rhythm  in  which  a  movement  is  executed,  or  the 
number  of  steps  or  counts  per  minute  at  which  the  movement  is 
executed. 

.2     Step  is  the  prescribed  distance  measured  from  heel  to  heel  of  a  march- 
ing man. 

.3     Double  time  is  the  cadence  of  1B0  counts  or  steps  per  minute.  It  is  also 
the  name  of  thB  marching  movement  in  which  1B0  36-inch  steps  per  minute 
are  taken. 

.k  Quick  time  is  the  cadence  of  120  counts  or  steps  per  minute. 

.5     Element  is  an  individual,  squad,  section,  platoon,  or  company 
forming  a  part  of  the  next  larger  unit. 

POSITION  OF  ATTENTION 

6.15     Assume  the  position  of  attention  on  the  command  FALL  IN  or  Squad  (Platoon), 
ATTENTION. 
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.1    To  come  to  attention,  bring  your  heels  together  smartly  on  the  same  Httb. 

.2    Turn  your  feet  out  equally,  forming  an  angle  of  45°. 

.3    Keep  your  legs  straight  without  stiffening  or  locking  your  knees. 

.<♦    Hold  your  body  erect  with  your  hips  level,  chest  lifted  and  arched,  and  your 
shoulders  square  and  even. 

.5    Let  your  arms  hang  straight  without  stiffness  along  your  sides  with  the  backB 
of  your  hands  outward.  Your  fingers  curled  so  that  the  tips  of  your  thumbs 
touch  the  tips  of  our  forefingers.  Keep  your  thumbs  along  the  seams  of  your 
trousers. 

.6    Keep  your  head  erect  and  hold  it  squarely  to  the  front  with  chin  drawrt  in  bo 
that  the  axis  of  your  head  and  neck  is  vertical.  Look  straight  to  the  front., 

.7    Rest  the  weight  of  your  body  equally  on  the  heels  and  the  balls  of  your  feet. 

RESTS  AT  THE  HALT 

6.17     The  following  rests  are  executed  at  the  halt:  Parade  Rest,  Stand  at  Ease,  At 
Ease,  Rest,  and  Fall  Out. 

6.19     At  the  command  Rest,  of  Parade,  REST  (give  at  attention  only),  move  your  left 

foot  smartly  12  inches  to  the  left  of  your  right  foot.  Keep  your  legs  strai- 
ght so  that  the  weight  of  your  body  rests  equally  on  the  heels  and  the  balls  of  your 
feet.  At  the  same  time,  let  your  arms  hang  behind  your  back  with  your  hands  just  below 
the  belt  line,  keep  the  fingers  of  both  hands  extended  and  joined,  interlocking  your 
thumbs  so  that  the  palm  of  your  right  hand  is  outward.  Hold  your  head  and  eyes  at 
the  position  of  attention.  Remain  silent  and  do  not  move. 

6.21     At  the  command  EASE,  of  Stand  At,  EASE  (given  from  the  position  of  attention) 

execute  parade  rest  as  described  above,  but  turn  your  head  and  eyes  directly 
toward  the  commander.  This  command  is  given  to  gain  the  undivided  attention  of  thB 
unit  when  it  is  in  a  rest  position,  without  sacrificing  a  uniform  appearance. 

6.23     At  the  command  AT  EASE,  keep  your  right  foot  in  place.  You  may  move,  but  must 
remain  silent. 

6.25     At  the  command  REST,  keep  your  right  foot  in  place.  You  may  talk  and  move. 

6.27     At  EASE  and  REST  may  be  commanded  from  the  position  of  attention,  from  each 
other,  from  parade  rest,  or  stand  at  ease. 

6.29     In  resuming  the  position  of  attention  from  at  ease  to  stand  at  Base,  or  rest, 
take  the  position  of  parade  rest  at  the  command  Squad  or  Platoon;  at  the  com- 
mand ATTENTION,  assume  that  position. 

6.31     At  the  command  FALL  OUT,  given  from  attention  only,  you  may  leave  your  posi- 
tion in  the  formation,  but  remain  in  the  immediate  area.  Resume  your  former 
place  in  the  formation  at  the  position  of  attention  at  the  command  FALL  IN. 

FACINGS  AT  THE  HALT 

6.33     Facings  at  the  halt  are  executed  in  quick  time. 

6.35   Face  to  the  Flank.  The  command  is  Right  (Left),  FACE.  This  is  a  2-count  move- 
ment. At  the  command  FACE,  slightly  raise  your  left  heel  and  right  toe,  and 
turn  90o  to  the  right  of  your  right  heel,  assisted  by  slight  pressure  on  the  ball  of 
your  left  foot,  in  one  count.  Hold  your  left  leg  straight  without  stiffness.  On  thB 
second  count,  place  your  left  foot  smartly  beside  your  right  foot,  as  at  attention. 
Hold  your  arms  as  at  attention  when  executing  this  movement. 
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6.37   Face  to  the  Rear.  The  command  is  About  FACE.  This  is  a  2-count  movement.  At 

the  command  FACE,  move  the  toe  of  your  right  foot  to  a  position  touching  thB 
ground  one-half  the  length  of  your  foot  to  the  rear  and  slightly  to  the  left  of  your 
left  hB'Bl.  This  is  thB  first  count  of  the  movement.  Do  not  change  the  position  of  your 
left  foot  and  keep  your  right  lBg  straight  without  stiffness,  resting  most  of  the 
weight  of  your  body  on  the  heBl  of  the  lBft  foot.  On  the  second  count,  facB  to  the 
rear,  turning  180°  to  the  right  of  your  left  heel  and  the  ball  of  your  right  foot  so 
that  your  feet  arB  as  at  attention  when  you  complete  the  turn.  Hold  your  arms  as  at 
attention  when  Executing  this  movement. 

HAND  SALUTE  AMD  EVES  RIGHT 

6.39   For  instructional  purposes,  thB  command  is  Hand,  SALUTE.  This  is  a  2-count 
movement.  On  thB  first  count,  raise  your  right  hand  and  arm  smartly,  in  the 
most  direct  manner,  until  the  tip  of  your  forefinger  touches  the  lower  part  of  your 
head  drBSs.  When  not  wearing  a  head  drBss,  touch  your  forehead  slightly  above  your 
right  eye.  Keep  your  fingers  and  thumbs  extsnded  and  joined,  your  forearm,  wrist,  and 
hand  straight,  and  your  uppEr  arm  horizontal.  On  the  second  count  (Ready,  TWO),  drop 
your  hand  and  arm  smartly  in  the  most  direct  manner  to  your  side  as  in  the  position 
of  attention. 

6.*«1   Eyes,  Right  is  a  1-count  movement.  On  the  command  RIGHT,  turn  your  head  and 
eyes  smartly  to  the  right  at  an  angle  of  k5° ,   keeping  your  shoulders  paral- 
lel to  the  front.  Dn  the  command  FRONT  of  Ready,  FRONT,  turn  yoUr  head  and  eyes 
smartly  to  the  front. 

STEPS  AND  MARCHINGS 

6.U3   For  movements  involving  a  turn  while  marching,  both  the  Preparatory  Command 

and  the  COMMAND  OF  EXECUTION  are  completsd  on  the  foot  in  the  direction  of 
ths  turn.  For  units  no  larger  than  b  squad  or  platoon,  the  commands  are  given  so  that 
there  is  one  step  between  the  end  of  the  Preparatory  Command  and  the  COMMAND  OF  EXE- 
CUTION. For  units  larger  than  a  platoon,  time  is  allowed  for  the  unit  leaders  to  re- 
peat the  Preparatory  Command  or  give  their  supplementary  command. 

6.^5   When  instructing  in  marching,  it  is  often  helpful  to  have  the  officer  count 

cadence.  The  instructor  should  count  cadence  as  little  as  possible.  The  com- 
mand Count  Cadence,  COUNT,  is  given  as  the  left  foot  strikes  the  ground  while  march- 
ing at  quick  or  double  time.  The  officers  take  one  more  step  and  then  count  aloud  for 
eight  steps.  ONE,  TWO,  THREE,  FOUR,  ONE,  TWO,  THREE,  FOUR.  The  count  should  be  vigor- 
ous and  snappy.  When  the  unit  is  further  along  in  its  training,  it  should  be  halted 
when  necessary  and  marched  forward  again  to  get  proper  cadence.  The  officers  should 
develop  a  sense  of  rhythm  rather  than  depend  upon  counting  cadence. 

TO  MARCH  WITH  A  30-INCH  STEP 

6.*t7  Being  at  the  halt,  to  march  with  30-inch  step  in  the  cadence  of  quick  time, 
the  command  is  forward,  MARCH.  At  the  command  Forward,  shift  the  WBight  of 
your  body  to  your  right  leg  without  noticeable  movement.  At  the  command  MARCH,  step 
off  smartly  with  your  left  foot  and  march  straight  forward  with  30-inch  steps  with- 
out stiffness  or  exaggerating  your  movements.  Swing  your  arms  easily  in  their  natu- 
ral arcs,  9  inches  straight  to  the  front  and  6  inches  to  the  rear  of  the  seam  of 
your  trousers.  Keep  your  arms  straight  without  stiffness,  your  fingers  curled  as  in 
the  position  of  attention  and  just  clearing  your  trousers  when  swinging. 

h.kS  To  halt  from  quick  time,  the  command  is  Squad  (Platoon),  HALT,  given  as 

either  foot  strikes  the  ground.   At  thB  COMMAND  OF  EXECUTION,  take  one  more 
step  and  then  bring  your  rear  foot  along  side  the  stationary  foot,  as  the  position 
of  attention,  halting  in  two  counts. 

FORMATIONS 

6.51    The  squad  has  three  (3)  prescribed  formations:  A  line,  a  column  (file),  and 
a  column  of  twos. 
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6.53   The  squad  forms  in  line  with  squad  leader  on  the  right. 

6.55   The  squad  normally  marches  in  column,  but  it  may  march  in  line  for  short  dis- 
tances only.   When  it  is  a  part  of  a  larger  unit,  the  squad  normally  marches 
in  column  (file). 

6.57   When  the  squad  drills  as  a  separate  unit,  the  squad  leader  takes  a  post  three 

steps  in  front  of  and  centered  on  the  squad  when  it  is  in  line,  and  three  steps 
to  the  left  and  centered  on  the  squad  when  it  is  in  column  (file)  or  in  column  of  twos. 

TO  FORM  THE  SQUAD 

6.59   To  form  at  normal  interval  the  squad  leader  assumes  the  position  of  attention 
and  commands  FALL  IN. 

6.61   When  the  squad  forms  as  a  separate  unit,  the  next  senior  member  assumes  the 

number  one  position  which  is  the  right  flank  man.  At  the  command  FALL  IN,  the 
number  one  man  positions  himself  so  that  the  squad,  when  formed,  will  be  three  (3)  steps 
in  front  of  and  centered  on  the  squad  leader.   The  number  one  man  immediately  raises 
his  left  arm  laterally  at  shoulder  level,  fingers  extended  and  joined,  palm  down,  with 
head  and  eyes  to  the  front.   The  number  two  man  takes  his  position  immediately  to  the 
left  of  number  one  and  on  line,  his  right  shoulder  touching  number  one's  fingertips; 
he  turns  his  head  and  eyes  to  the  right  for  alinement  and  raises  his  left  arm.   As 
soon  as  proper  interval  has  been  obtained,  the  number  one  man  drops  his  left  arm  quiet- 
ly to  the  side.   The  number  two  man  turns  his  head  and  eyes  to  the  front  when  he  is  a- 
lined.   Other  members  of  the  squad  form  in  the  same  manner  as  the  number  two  man.  The 
left  flank  man  does  not  raise  his  left  arm. 

6.63   When  the  squad  is  part  of  a  larger  unit,  the  squad  leader  is  the  right  flank 
man. 

6.65   To  form  at  close  interval  the  command  is  At  Close  Interval,  FALL  IIM.  The  for- 
mation is  completed  like  normal  interval,  except  that  close  intervals  is 
obtained. 

TO  DISMISS  THE  SqUAD 
6.67   The  squad  is  dismissed  only  from  a  linB  formation  with  the  men  at  attention. 
6.69   With  unarmed  men,  the  command  is  DISMISSED. 

TO  ALINE  THE  SQUAD 

6.71   To  aline  the  squad  at  normal  interval,  the  commands  are  Dress  Right,  DRESS; 

Ready,  FRONT.  At  the  command  DRESS,  each  man  except  the  right  flank  man  turns 
his  head  and  eyes  to  the  right  and  alines  himself  on  the  right  flank  man.  Each  man  ex- 
cept the  left  flank  man  extends  his  left  arm,  and  each  man  positions  himself  by  short 
right  or  left  steps  until  his  right  shoulder  touches  the  fingertips  of  the  man  on  his 
right. 

6.73   The  squad  leader  marches  by  the  most  direct  route  to  a  position  on  line  with  the 
squad,  one  step  from  the  right  flank  man,  halts  an  line,  and  faces  down  the  line;, 
From  this  position,  he  verifies  the  alinement  of  the  squad,  ordering  men  to  move  for- 
ward or  backward  as  necessary,  calling  them  by  name  or  number;  e.g.,  Officer  Jones,  for- 
ward 2  inches;  number  a  man,  back  k   inches.  The  squad  remains  at  attention,  taking  short 
steps  to  the  right  or  left  as  necessary  to  see  down  the  squad.  He  does  not  use  his  arm 
or  twist  his  body.  Having  checked  the  alinement,  he  faces  to  the  right  in  marching, 
halts,  three  (3)  steps  in  advance  of  the  squad,  executes  left  face,  and  commands  Ready, 
FRONT.  At  the  command  FRONT,  the  men  drop  their  arms  quietly  to  their  sides  and  turn 
their  heads  and  eyes  smartly  to  the  front.  The  squad  leader  then  marches  to  his  front 
until  he  is  centered  on  the  squad  where  he  halts  and  faces  the  squad. 

6.75   To  aline  the  squad  at  close  intervals,  the  commands  are  at  Close  Interval,  DRESS, 

Right,  DRESS:  Ready,  FRONT.  The  movement  is  executed  as  described  above,  except 
that  close  interval  is  obtained  by  placing  the  left  hand  on  the  hip  at  the  belt  line, 
fingers  extended  and  joined,  pointing  downward,  elbow  on  line  with  body. 

-61- 


TO  MARCH  IN  COLUMN  WHEN  A  SUUAD  IS  IN  LINE  AT  THE  HALT 

6.77      The  commands  are  Right  (left),  FACE:  Forward,  MARCH.   These  movements  are 
executed  as  explained  in  the  school  of  the  officer  without  arms. 

6.79      When  at  close  interval,  the  squad  is  extended  to  normal  interval  before 
being  faced  and  marched  off. 

TO  CHANGE  THE  DIRECTION  DF  A  COLUMN 

6.81      The  command  is  Column  Right  (Column  Left,  Column  Half  Right,  Column  half 
Left),  MARCH. 

TO  FORM  THE  PLATOON 

6.91      The  platoon  is  usually  formed  at  normal  interval  by  the  platoon  sergeant 
(Senior  sergeant  on  duty)  with  the  command,  FALL  IN. 

6.93      For  the  purpose  of  interpreting  directions  in  dismounted  drills  a  police  ser- 
geant shall  be  known  as  a  squad  leader  unless  otherwise  designated.  A  Lieu- 
tenant of  Police  shall  be  known  as  a  Platoon  leader  unless  otherwise 
designated. 

6.95      At  this  command,  the  first  squad  leader  posts  himself  so  that  the  1st  squad, 

when  dressed  on  him,  will  be  centered  on  and  three  (3)  30  inch  steps  from  the 
Platoon  Sergeant.  Other  squad  leaders  cover  the  first  squad  leader  at  normal  distance. 
The  members  of  the  squads  fall  in  on  their  squad  leaders  as  prescribed  in  squad  drill. 
Exact  interval  is  taken  only  by  the  first  squad.  Men  in  the  rear  squads  raise  their 
left  arms,  take  approximate  interval  only,  and  cover  the  corresponding  man  in  the  front 
rank.  Attached  personnel  fall  in  at  the  left  of  the  platoon  to  even  the  length  of  the 
ranks  without  disrupting  the  organization  of  the  squads. 

6.97      To  form  at  close  interval,  the  command  is  At  Close  Interval,  FALL  IN. 

TO  ALINE  THE  PLATOON 

6.99      When  in  line,  the  platoon  is  alined  similarly  to  squad.  The  platoon  leader 
verifies  the  alinement. 

6.101     To  aline  the  platoon,  the  command  is  Dress  Right  (At  Close  Interval),  DRESS, 

given  by  the  platoon  leader,  On  the  COMMAND  OF  EXECUTION  DRESS,  the  squad 
leader  of  the  first  squad  momentarily  glances  to  the  right  to  aline  himself  on  the 
guide,  then  turns  his  head  and  eyes  back  tD  the  front.  The  guide  raises  his  left 
arm  during  alinement.  Other  squad  leaders  obtain  normal  distance. 

6.103     All  men  except  the  left  flank  men  raise  their  left  arms  when  alining.  Only 

the  first  squad  obtains  the  exact  interval.  All  other  squads  get  approxi- 
mate interval;  each  man  coverB  the  man  to  his  front  and,  at  the  same  time,  alines  him- 
self on  his  squad  leader. 

6.105     At  the  command  DRESS,  the  platoon  leader  marches  by  the  most  direct  route  to 

the  right  flank  of  the  platoon,  halts  on  line  and  one  (1)  step  from  theguide, 
and  executes  right  face.  After  alining  the  first  squad,  the  platoon  leader  faces  in 
marching,  takes  two  (2)  short  steps  to  the  next  squad,  halts,  executes  right  face,  and 
alines  the  squad  in  the  same  manner  as  the  first  squad.  He  alines  all  other  squads  in 
the  same  manner. 

6.107     After  alining  the  last  squad,  the  platoon  leader  faces  in  marching  from  the 

halt  and  moves  to  a  position  three  (3)  steps  in  advance  of  the  platoon  flank, 
halts,  faces  to  the  left,  and  commands,  Ready,  FRONT.  He  then  moves  by  the  most  direct 
route  to  his  post  six  (6)  steps  in  front  of  and  centered  on  the  platoon. 

TO  OPEN  AND  CLOSE  RANKS 

6.109     When  in  line  at  normal  interval,  the  platoon  opens  ranks  for  different  pur- 
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poses  at  the  command  Open  Ranks,  MARCH.  At  the  command  MARCH,  the  front  rank  takes 
two  (2)  steps  forward,  the  second  rank  takes  one  (1)  step,  and  the  third  rank  stands 
fast.   Each  rank  executes  dress  right  on  halting.   If  there  are  more  than  three  (3) 
ranks,  the  fourth  rank  takes  two  (2)  steps  backward,  the  fifth  rank  takes  four  (*♦) 
steps  backward,  and  the  sixth  rank  takes  six  (6)  steps  backward.   The  platoon  leader 
verifies  the  alinement. 

6.111     To  close  ranks,  the  command  is  Close  Ranks,  MARCH.  At  the  command  MARCH, 

the  front  rank  stands  fast.   The  second,  third,  and  succeeding  ranks  take 
one  (1),  two  (2),  three  (3),  or  more  steps  forward  respectively,  maintaining  cover 
and  alinement. 

HONORS  TD  THE  "NATIONAL  ANTHEM"  OR  TO  THE  COLOR  (STANDARD) 

OUTDOORS 

5.201  Whenever  and  whereever  the  National  Anthem  is  played,  unless  performing 
police  duty  requiring  immediate  attention,  at  the  first  note  all  members  in 

uniform  and  not  in  formation  shall  face  the  music,  stand  at  attention,  and  render  the 
prescribed  salute.   The  position  of  salute  shall  be  retained  until  the  last  note  of 
the  music  is  sounded. 

.1    Members  not  in  uniform  shall  remove  their  headdress  with  the  right  hand  and 
hold  same  at  the  left  shoulder  with  the  hand  over  the  heart. 

.2    Members  not  in  uniform  and  without  headdress  Bhall  stand  at  attention. 

INDOORS 

6.202  When  the  National  Anthem  is  played  indoors,  members  shall  stand  st  attention 
and  face  the  music,  or  the  flag  if  one  is  present. 

6.203  Unless  performing . police  duty  requiring  attention,  a  member  passing  an  un- 
cased National  Color  shall  salute  at  six  (6)  paces  distance  and  hold  the 

salute  until  they  have  passed  six  (6)  paces  beyond  it.  Similarly,  when  an  uncased  col- 
or passes  by,  said  member  shall  salute  when  it  is  six  (6)  paces  away  and  hold  the  sal- 
ute until  it  has  passes  six  (6)  paces  beyond  them, 

COURTESIES 

6,251     Shall  promptly  tender,  and  return  at  proper  times,  the  hand  salute  except 

when  secrecy  of  identity  is  required.   Shall  tender  the  hand  salute  to  a 
superior.   The  subordinate  shall  salute  first  and  the  superior  shall  promptly  return 
the  salute.  While  in  civilian  dress  the  salute  shall  be  tendered  only  to  the  Mayor, 
a  Commissioner  or  the  Chief, 

6,253     Shall  not,  while  on  duty  along  parade  lines,  at  fires,  in  formation  or  other 

occasions  where  a  large  number  of  members  are  assembled  for  a  specific 
purpose,  be  required  to  salute  unless  addressed  by  or  is  about  to  address  a  superior 
officer. 

6.255     Shall  in  a  station,  office  or  bureau  rise  and  stand  at  attention  when  the 

Mayor,  a  Police  Commissioner  or  the  Chief  enters.   The  member  first  observ- 
ing the  entry  of  Baid  officials  shall  immediately  give  the  command  "ATTENTION"  in  a 
clear  audible  tone.   Such  command  shall  be  immediately  obeyed  by  all  members  in  atten- 
dance and  they  shall  remain  at  attention  until  the  order  "AT  EASE"  is  given. 

6.257     Shall  upon  entering  the  office  of  the  Mayor,  Board,  Chief  or  Commanding  Off- 
icer remove  his  headdress,  holding  same  in  his  left  hand  with  arm  extended 
downward  close  to  his  side  and  stand  at  attention  until  otherwise  ordered, 

6.259     Shall,  when  present  in  the  meeting  room  of  the  Board  rise  and  stand  at  at- 
tention uncovered,  as  the  Board  and  Chief  enter.   Shall  remain  at  attention 
until  the  Board  and  the  Chief  are  seated.  Shall  when  in  attendance  at  Board  Meetings, 
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rise  and  stand  at  attention  uncovered,  when  questioned  or  addressed  by  the  Board  or 
the  ChiBf.   This  section  shall  not  apply  when  he  is  testifying  as  a  witness. 

6.261     Shall  not  during  official  meetings  of  the  Board  address  same  unless  reques- 
ted.  Should  he  be  in  possession  of  information  which  may  be  of  value,  that 
fact  shall  be  made  known  to  the  Chief. 

6.263     Shall  extend  all  reasonable  courtesies  to  members  of  the  press  when  on  an 
assignment: 

.1    While  operating  a  vehicle  displaying  a  valid  press  photographer  licBnsB 
plate  or  a  valid  department  issued  windshield  identification  card. 

.2    When  at  the  scene  of  an  incident  and  in  possession  of  a  valid  department  is- 
sued press  identification  card. 

COMPOSITION  OF  THE  FUNERAL  E5CDRT 

6.301     Composition  of  the  funeral  escort  shall  be  determined  by  the  Chief  and  the 
desires  of  the  family  are  given  the  fullest  consideration  possible. 

6.303     Unless  otherwise  ordered,  thB  escort  shall  be  formed  in  the  vicinity  of  the 

residence,  church,  or  place  of  funeral  of  the  deceased  and  then  march  to, 

and  line  formed  opposite  the  entrance  with  the  original  right  of  the  escort  on  that 
flank  toward  which  the  funBral  will  proceed. 

6.305     Upon  the  appearance  of  the  casket  the  escort  commander  commands:  "Prsssnt 
ARMS" 

6.307     When  the  casket  has  been  placed  in  the  hearse  he  commands:  "Order  ARMS" 

6.309     The  procession  is  formed  in  the  following  order: 

.1  Escort 

.2  Clergy 

.3  Casket  and  Pallbearers 

.U  Family 

.5  Mayor,  Police  Commission  and  Chief 

.6  Distinguished  persons 

.7  Delegations 

.8  Societies 

.9  Others 

6.311     The  procession  being  formed,  the  commander  of  the  escort  puts  it  in  march. 
The  escort  marches  slowly.   The  column  having  arrived  opposite  the  church, 
or  place  of  funeral,  a  line  is  formed  facing  the  church.   When  the  casket  is  taken 
from  the  hearse  the  commanding  officer  will  command:  "Present  ARMS"  giving  the  com- 
mand: "Order  ARMS"  after  the  casket  has  been  carried  into  the  church  or  place  of  fun- 
eral or  services. 

6.313     If  the  escort  is  temporarily  dismissed  to  attend  the  services,  it  shall  be 

moved  away  from  in  front  of  church  or  other  place  where  services  are  held 
and  re-formed  in  sufficient  time  to  "Present  Arms"  as  the  casket  appears  at  the  en- 
trance. 

6.315     When  the  escort  arrives  at  the  point  where  it  is  to  leave  the  procession, 

the  Commanding  Officer  shall  form  a  line  to  the  left,  and  as  the  hearse 
comes  within  six  (6)  paces  of  the  left  flank  of  his  command  he  shall  order:  "Present 
ARMS"  and  remain  at  the  "Present"  until  the  hearse  and  mourners  (usually  the  first 
three)  vehicles  have  passes.   The  escort  then  stands  at  ATTENTION  until  the  remainder 
of  the  funeral  has  passed. 

6.317     The  pallbearers  shall  accompany  the  funeral  to  the  cemetary,  if  requested. 


FUNERAL-FLAGS 

6.319     The  flag  shall  be  placed  at  half-mast  at  a  station  or  headquarters,  as  fol- 
lows: 

.1    Upon  the  death  of  a  Police  Commissioner  or  Chief,  at  all  police  stations 
from  the  time  of  his  death  until  sunset  on  the  day  of  his  burial,  and  the 
flag  shall  be  flown  at  half-mast  at  headquarters  on  the  day  of  his  funeral. 

.2    Upon  the  death  of  a  captain,  on  his  station  from  the  time  of  his  dBath  until 
sunset  on  the  day  of  his  funeral  and  on  all  stations  on  the  day  of  his 
funeral. 

.3  Upon  the  death  of  any  other  member,  the  flag  at  the  station  to  which  he  was 
attached  shall  be  flown  at  half-mast  on  the  day  of  his  funeral  from  sunrise 
until  sunset. 

.k         Upon  the  death  of  a  member  killed  in  the  discharge  of  duty,  the  flag  shall 
be  flown  at  half-mast  at  the  headquarters  of  the  company  or  unit  to  which 
he  was  attached,  for  a  period  of  ten  (ID)  days  from  the  day  of  his  death. 
The  flag  shall  be  flown  at  half-mast  on  all  police  buildings  from  sunrise 
to  sunset  on  the  day  of  the  funeral. 
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EQUIPMENT 
7.  00 


A  MEMBER 


7.01  A  member  appointed  prior  to  January  1,  1966  shall,  at  hi9  own  expense  pro- 
vide himself  with: 

.1  Regulation  revolver  and  holster 

.2  Cartridge  container 

.3  Handcuffs 

,U  Wooden  pocket  club 

.5  Whistle 

.6  Electric  pocket  light 

.7  Other  prescribed  equipment 

7.02  Subject  to  budget  provisions,  a  member  appointed  after  December  31,  1965, 
shall  have  certain  of  the  articles  of  equipment  specified  in  Rule  7.01  pro- 
vided by  the  PolicB  Department;  such  equipment  to  be  and  to  remain  the  property  of  the 
PolicB  Department.  Any  equipment  specified  in  ^ule  7.01,  which  is  not  provided  by  the 
Police  Department,  shall  be  provided  by  thB  member  at  his  own  expense. 

7.03  The  revolver  shall  be  a  Smith  and  Wesson  or  Colt  .38  caliber,  special,  bluB 
finish,  or  Smith  and  Wesson  ,<+l  caliber  Military  and  Police  Model  58,  bluB 

finish. 

7.05     All  new  members  shall  be  equippsd  with  Peerless  or  Smith  and  Wesson  handcuffs 

7.07     Unless  otherwise  prescribed,  all  visible  leather  equipment  worn  with  the  uni- 
form shall  be  black. 

7.09     Shall,  while  on  duty  in  uniform,  be  equipped  with  the  fallowing: 

.1  Star 

.2  Loaded  revolver  (minimum  k   inch) 

.3  Cartridge  container  with  at  least  six  (6)  Bxtra  cartridgss 

,1*  Wooden  pocket  club 

.5  Handcuffs 

.6  Signal  box  key 

.7  Whistle 

.8  Electric  pocket  light  fully  charged  in  good  working  condition 

.9  Memorandum  Book 

.10  Traffic  citation  book 

.11  Street  guide 

.12  Department  identification  card 

7.11     Shall,  when  off  duty  or  on  duty  in  civilian  dress,  be  equipped  with  the  fol- 
lowing: 

.1  Star 

.2  Revolver  (2  inch  permissible) 

.3  Whistle 

.U  Handcuffs 

.5  Signal  box  key 

.6  Department  identification  card 

7.13     Shall,  while  in  uniform,  display  his  star  on  the  outermost  garment  over  thB 
left  breast. 

7.15     Shall  be-  responsible  for  the  safe  kssping  and  authorized  use  of  his  uniform 

and  equipment  and  shall  promptly  make  a  written  report  of  the  loss  of  any 
such  uniform  or  equipment. 

7.17     Shall  not  loan  any  part  of  his  equipment  or  uniform  to  anyone  without  the  per- 
mission of  his  commanding  officer. 
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UNIFORMS  AMD  EQUIPMENT 

7.21      Shall  provide  himself,  at  his  own  expense,  and  maintain  in  a  clean  and 

serviceable  condition,  the  uniform  and  equipment  prescribed  for  his  rank. 

7.23      No  uniform  or  equipment  shall  be  worn  unless  it  conforms  strictly  to  the 

specifications  as  set  forth  in  the  Uniform  and  Equipment  Specifications 
which  shall  be  kBpt  on  filB  in  the  offices  of  the  Police  Commission  and  Bureau  of 
Personnel. 

7.25      Shall  present  a  new  uniform  to  his  commanding  officer  for  inspection  bBfore 
it  is  worn.  Same  shall  be  rejected  by  him  if: 

.1    Not  made  of  regulation  cloth 

.2    Improperly  fitted 

.3    Does  not  comply  with  specifications 

7.27     Shall  not  wear  jewelry  or  personal  ornaments  affixed  to  any  part  of  his  uni- 
form or  equipment  except  those  authorized. 

7.29      May,  with  the  permission  of  hiB  commanding  officer,  sell  or  dispose  of  his 

uniform  or  equipment  to  another  member,  provided  that  said  uniform  and 
equipment  is  no  longer  required  by  the  former  and  is  suitable  for  wear  or  use. 
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STATION  PROCEDURE 
B.00 

STATION  COMMANDER 

ASSUMPTION  OF  COMMAND 

fl. 01   Shall  upon  assuming  command  of  a  district,  confer  with  the  platoon  commanders 

and  sergeants  collectively  for  the  purpose  of  discussing  department  policy 
generally  and  district  problems  specifically  to  the  end  that  efficiency  shall  be 
maintained. 

.1  He  shall  advise  the  Supervising  Captain  at  least  forty-eight  (U8)  hours 
in  advance  of  such  meeting.   After  the  conclusion  of  such  meeting,  he 
shall  notify  the  Supervising  Captain  in  writing  as  to  any  matters  requir- 
ing his  attention. 

8.03   Shall,  without  unreasonable  delay,  conduct  a  survey  of  his  district  to  deter- 
mine any  and  all  suspected  gambling  places,  houses  of  prostitution  and  other 
places  suspected  of  being  conducted  in  violation  of  the  law  and  submit  a  report  in 
writing  to  the  Chief.  He  shall  continue  to  make  such  investigations  and  submit  re- 
ports when  similar  places  are  reported  to  him  or  called  to  his  attention. 

NORMAL  DISTRICT  OPERATIONS 

8.05   Shall  attend  conferences  when  called  by  the  Chief,  the  Deputy  Chief  or  Super- 
vising Captain. 

8.07   Shall  not  absent  himself  from  the  legal  residential  limitations  (2.19)  except 

while  on  leave  of  absence  or  watch  off,  without  permission  of  the  Chief,  the 
Deputy  ChiBf  or  Supervising  Captain, 

8.09   Shall  take  one  of  his  weekly  days  off  on  Sunday  provided  that  police  activi- 
ties in  his  district  do  not  require  his  personal  presence  on  that  day. 

8.11   Shall  remain  in  his  district  during  the  hours  of  duty  assigned  and  shall  not 

leave  the  confines  thereof  except  in  the  performance  of  police  duty  or  on  the 
orders  or  permission  of  the  Chief,  Deputy  Chief  or  Supervising  Captain. 

8.13   Shall  make  a  personal  inspection  of  his  district  at  irregular  and  unusual  hours 
both  day  and  night  as  frequently  as  may  be  necessary  to  keep  him  thoroughly  in- 
formed of  conditions  therein  and  to  determine  if  all  members  of  his  command  are  effi- 
ciently performing  their  duties.   He  shall  take  suitable  action  if  any  discrepancies 
or  derelictions  of  duty  are  observed.   He  shall  upon  completion  of  such  inspection 
sign  the  Log  Book  giving  the  hours  of  commencement  and  termination  of  such  inspection. 

8.15   Shall  submit  reports  of  any  licensed  premises  within  his  district  which  have 

become  or  have  acquired  a  general  reputation  as  a  resort  for  illegal  possessors 
or  users  of  narcotics,  prostitutes,  panderers,  pimps  or  sexual  perverts. 

8.17   Shall  make  reports  of  liquor  license  investigations  as  soon  as  possible  and 

return  same  to  the  Office  of  the  Chief  of  Police  without  delay  indicating  there- 
on approval  or  disapproval. 

.1  AH  applications  for  on-sale  or  off-sale  liquor  licenses  shall  be  assigned 
to  a  commissioned  or  non-commissionsd  officer  to  investigate. 

.2  Shall,  when  he  disapproves  the  issuance  of  a  liquor  license  on  the  ground 
that  it  would  constitute  a  police  problem,  indicate  in  his  report  the  exact 
nature  and  extent  of  the  problem  anticipated. 
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8.19   Shall,  when  notified  of  a  hearing  on  a  protest  or  an  accusation  against  a 

licensee  as  a  result  of  police  action,  personally  contact  the  district  liquor 

control  administrator  as  soon  as  possible  and  inform  him  of  the  testimony  to  be  given 

against  the  applicant  or  licensee  as  the  case  may  bs. 

.1  When  protests  are  based  on  local  arrests,  copies  of  the  arrest  reports 

shall  be  made  available  and  presented  as  part  of  the  case.   In  cases  where 
protests  are  received  from  neighborhood  associations,  etc.,  he  shall  in- 
quire into  the  matter  and  shall  submit  a  full  and  complete  report  as  to 
his  findings  and  recommendation. 

8.21   Shall  require  officers  on  patrol  to  obtain  laundry  and  dry  cleaner's  marks  of 

all  cleaning  establishments  in  the  district.   As  new  cleaning  establishments 
are  opened,  the  proper  report  shall  be  made  and  forwarded  to  the  Chief  of  Inspectors. 

8.23   Shall  arrange  to  attend  each  meeting  of  the  San  Francisco  Youth  Council  held 

in  his  district.   However,  a  representative  may  be  designated  for  such  meetings. 

8.25   Shall  see  that  district  radio  cars  are  operated  in  a  manner  and  on  a  schedule 

that  shall  provide  maximum  district  coverage  during  the  greatest  number  of 
hours. 

8.27   Shall,  before  taking  leave  of  absence,  designate  a  lieutenant  in  command,  sub- 
ject to  the  approval  of  the  Chief,  for  the  period  of  such  absence.   He  shall 
submit  a  written  report  to  the  Chief  giving  the  name  of  said  lieutenant  together  with 
the  date  and  time  he  will  assume  command. 

8.29   Shall  designate  a  member  as  the  Captain's  Clerk,  to  assist  him  in  the  mainte- 
nance of  such  files,  records  and  reports  as  may  be  required.   Said  member  shall 
perform  such  other  duties  as  may  be  assigned. 

8.31    Shall  keep  a  record  of  members  of  his  command  and  members  residing  within  the 
confines  of  his  police  district,  as  provided  by  Personnel  Mobilization  Order. 
When  a  member  is  transferred  from  one  company  to  another,  the  records  provided  for  in 
this  section  shall  be  transmitted  to  the  commanding  officer  of  the  company  to  which 
said  member  is  transferred. 

8.33   Shall  keep  a  current  record  showing  the  address  of  places  operating  under  per- 
mits from  this  department.   Said  records  shall  al30  show  the  names  of  all  per- 
sona listed  on  the  permit.   He  shall  see  that  no  person  or  business  for  which  such 
permits  are  required  is  allowed  to  operate  without  same. 

8.35   Shall  maintain  a  current  file  of  all  business  establishments  in  the  district, 

such  file  shall  contain  the  address,  telephone  number,  type  of  business,  hours 

open,  the  owner's  name,  and  the  address  and  telephone  number  of  the  person  to  be  noti- 
fied or  contacted  in  an  emergency. 

8.37   Shall  maintain  records  relating  to  crimes  committed  and  arrests  made  in  his 
district.  He  shall  maintain  the  current  crime  index  maps. 

8.39   Shall  keep  a  complaint  file  by  address,  of  all  licensed  premises  which  are  or 

may  be  police  problems  or  are  suspected  of  illegal  activities.  Such  file  shall 
include  each  crime,  incident  or  complaint  occurring  in  such  premises  together  with  the 
number  of  the  report  submitted. 

S.^l   Shall  verify  and  submit  to  the  Chief  by  9:00  AM  his  watch  report  for  the  twenty- 
four  {2k)   hours  ending  at  8:00  AM  each  ddy  showing  the  names  of  the  members  of 
his  command,  the  platoons  to  which  assigned  and  their  tours  of  duty.   He  shall  also 
show  thereon  the  nature  of  the  duties  performed  by  each,  the  absence,  if  any,  and  the 
cause  of  such  absence.   The  said  watch  report  shall  be  signed  by  each  platoon  commander. 
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8.43   Shall,  unless  otherwise  ordered,  forward  Patrol  Sergeant's  Recapitulation,  re- 
ports and  all  Dther  reports  required  by  the  rules  and  procedures  with  his  daily 
watch  report. 

8.45   Shall,  when  details  are  ordered  from  his  company  to  another,  cause  to  be  trans- 
mitted to  such  other  company,  in  writing  or  by  telephone,  at  least  twenty-four 
(24)  hours  prior  to  the  time  of  reporting,  the  full  name  and  star  number  of  the  members 
so  detailed.   When  orders  for  such  details  are  received  less  than  twenty-four  (24) 
hours  prior  to  the  time  for  reporting,  cause  such  information  to  be  transmitted  at  the 
earliest  possible  moment. 

8.47   Shall,  unless  otherwise  ordered,  furnish  a  guard  for  prisoners  arrested  in  his 
district  who  are  confined  in  hospitals  for  treatment. 

8.49   May  detail  a  member  or  members  of  his  command  in  civilian  dress  for  a  period 

of  not  more  than  two  (2)  consecutive  tours  of  duty  at  any  one  time  for  the  pur- 
pose of  investigating  complaints  that  cannot  ordinarily  be  handled  by  uniformed  mem- 
bers.  Shall  immediately  after  the  conclusion  of  the  work  for  which  the  details  were 
made,  submit  a  report  in  writing  to  the  Chief  setting  forth  the  reason  for  making  the 
detail  and  what  results  were  accomplished. 

8.51   Shall,  when  vice  conditions  in  his  district  cannot,  in  his  judgment,  be  success- 
fully handled  by  the  members  of  his  command  without  specialized  assistance,  re- 
quest the  Director  of  Special  Services,  through  the  Chief,  for  officers  to  assist  in 
the  suppression  of  same.   Such  request  shall  be  written  in  triplicate. 

8.53   Shall  keep  a  record  of  halls,  and  like  places  being  leased  or  sublet  for  public 
assemblage. 

.1  Shall  inquire  into  and  ascertain  the  reason  for  or  type  of  show  to  be  staged 
in  halls  or  like  places  leased  or  sublet  for  public  assemblage.   Shall  also 
issue  orders  requiring  patrol  sergeants  and  other  officers  to  visit  such 
premises  during  period  of  assemblage  to  prevent  violations  of  law. 

8.55   Shall  detail  an  officer  to  examine  and  service  once  each  month  and  on  each  oc- 
casion when  exposed  to  moisture,  all  department  firearms  assigned  to  his  com- 
mand.  Shall  notify  the  Range  Master  in  all  cases  where  guns  are  rusted  to  the  extent 
where  they  cannot  be  operated.   A  record  shall  be  ktipt  of  such  inspections  and  service. 

CAPTAIN'S  CLERK 

8.57   Shall  perform  such  duties  as  may  be  assigned  by  his  commanding  officer. 

8.59   Shall  be  responsible  for  the  numbering  and  filing  of  all  reports  received  at 
the  station. 

8.61   Shall  be  responsible  for  maintaining  an  arrest  record  index.   Said  index  shall 

be  filed  in  chronological  sequence.   Shall  alsc  maintain  a  cross  index  on  3  x  5 
cards  filed  in  alphabetical  sequence. 

SHALL  PERFORM  THE  FOLLOWING  DAILY: 

8.63   Shall  maintain  a  recapitulation  of  the  current  crimes  occurring  in  that  dis- 
trict.  Shall  also  maintain  current  crime  index  maps. 

8.65   Shall  prepare  in  duplicate  a  recapitulation  of  major  crimes  occurring  in  that 
district. 

8.67   Shall  maintain  and  keep  current  the  complaint  file  of  licensed  premises  Bnd  all 
vice  arrests  in  hotels  and  rooming  houses. 

8.69   Shall  make  a  report  in  triplicate  of  strike  conditions  in  that  district,  during 
the  continuance  of  a  strike. 
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SHALL  PERFORM  THE  FOLLOWING  WEEKLY: 

8. 71   Shall  prepare  a  Fire  report  regarding  night  clubs  in  that  district. 

8.73   Shall  prepare  a  report  showing  visits  made  by  members  to  all  places  where 
venereal  disease  cases  have  been  reported. 

SHALL  PERFORM  THE  FOLLOWING  MONTHLY: 

8.75   Shall  prepare  a  report  of  the  total  number  of  requested  casual  services. 

8.77   Shall  prepare  a  requisition  for  supplies  needed  by  that  station. 

8.79   Shall  make  a  tally  of  the  services  rendered  (taken  from  the  Log  Book).   Shall 
make  a  tally  of  the  speedometer  readings. 

PLATOON  COMMANDER 


8.81   TOUR  OF  DUTY 

FIRST  WATCH: 
SECOND  WATCH: 
THIRD  WATCH: 


7:00  AM 

3:00  PM 

11:00  PM 


3:00  PM 

11:00  PM 

7:00  AM 


8.83   Shall  upon  reporting  on  and  off  duty  indicate  same  by  signing  the  Log  Book  on 
the  first  vacant  line  and  noting  thereon  the  time. 

8.85   Shall  during  the  absence  of  the  captain  be  responsible  for  the  efficient  execu- 
tion of  all  police  affairs  in  his  district. 

8.87   Shall  be  responsible  for  the  correct  keeping  of  the  Detail  Book,  Watch  Report 

and  Deployment  Sheet  of  his  platoon  and  such  other  books  and  records  as  may  be 
designated  by  his  commanding  officer.   He  shall  frequently  examine  the  records  of  ar- 
rest, the  Log  Book,  the  Ring-In-Book  and  such  other  books  and  records  as  are  maintained 
in  the  business  office  or  as  designated  by  his  commanding  officer  in  order  to  ascertain 
that  entries  made  therein  are  properly  recorded. 

8.89   Shall  carefully  examine  the  records  of  the  preceding  watch  of  his  platoon  and 
if  found  complete,  shall  verify  their  completeness  by  his  signature  and  title 
of  rank.   If  any  discrepancies  are  found,  that  fact  shall  be  reported  in  writing  to 
his  commanding  officer. 


8.91 


8.93 


Shall  not  carry  on  the  Detail  Book  and  Captain's  Watch  Report  members  of  his 
platoon  who  are  temporarily  assigned  to  another  platoon  for  more  than  one  watch, 

Shall  carry  on  the  Detail  Book  and  Captain's  Watch  Report  members  of  another 
platoon  who  are  temporarily  assigned  to  his  platoon  far  more  than  one  watch. 


8.95   Shall,  when  a  member  fails  to  report  on  or  off  duty  at  the  time  prescribed  with 

no  valid  reason  for  such  failure,  immediately  investigate  the  whereabouts  of 
said  member,  the  cause  for  his  failure  to  report  and  submit  a  written  report  to  his 
commanding  officer  showing  complete  findings  and  actions  taken. 

8.97   Shall  notify  the  Office  of  the  Chief  when  the  whereabouts  of  a  member  cannot  be 
established  within  one-half  of  an  hour  of  his  prescribed  reporting  time. 

8.99  Shall  receive  certificates  showing  sickness  or  disability  of  members.  Upon  re- 
ceipt of  a  certificate  he  shall  enter  thereon  the  exact  time  and  date  received 
together  with  his  signature  and  title  of  rank  and  forward  same  with  the  next  transfer 
of  reports  from  his  station.  In  the  event  the  certificate  is  issued  for  a  member  not 
of  his  command,  he  shall  immediately  upon  receipt  notify  the  station,  bureau  or  detail 
to  which  the  member  is  assigned  and  then  forward  the  certificate  with  the  next  trans- 
fer of  orders. 
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8.101  Shall  whan  any  member  of  his  company,  bureau  or  unit  19  found  unfit  to  be 

entrusted  with  the  exercise  of  police  authority  due  to  the  member's  miscon- 
duct, take  proper  action  and  immediately  report  such  fact  to  his  commanding  officer 
and  the  Office  of  the  Chief  of  Police.   When  he  finds  a  member  of  a  company,  bureau 
or  unit  other  than  his  own,  unfit  to  be  entrusted  with  the  exercise  of  police  autho- 
rity due  to  the  member's  misconduct,  he  shall  take  proper  action  and  immediately 
notify  the  officer-in-charge  of  the  station,  bureau  or  unit  to  which  such  member  is 
assigned  and  the  Office  of  the  Chief  of  Police,  provided,  however,  that  for  the  pur- 
pose of  this  section  a  member  temporarily  detailed  or  assigned  from  one  company, 
bureau  or  unit  to  another  shall  during  his  hours  of  duty  be  deemed  a  member  of  the 
company,  bureau  or  unit  to  which  he  is  temporarily  assigned. 

8.103  Shall  upon  receipt  of  information  of  a  homicide,  robbery,  riot,  strike,  serious 

accident,  unusual  casualty  or  occurrence  immediately  proceed  to  the  scene  and 
if  the  information  or  incident  is  of  major  or  unusual  importance,  cause  all  available 
pertinent  particulars  to  be  transmitted,  as  soon  as  possible,  to  the  Office  of  the 
Chief  and  Chief  of  Inspectors. 

8.105  Shall  survey  and  inspect  the  district  at  varying  hourB  and  shall  keep  the  sta- 
tion advised  a9  to  his  whereabouts.  He  shall  sign  the  Log  Book  and  note  there- 
on the  time  of  leaving  and  time  of  returning.  He  shall  not  leave  the  station  for  such 
district  survey  and  inspection  unless  a  non-commissioned  officer  is  available  and  de- 
tailed in  charge  of  the  station  during  his  absence. 

8.107  Shall  arrange  weekly  watches  off  for  the  members  of  his  platoon  so  that  police 
business  in  the  district  will  be  efficiently  performed. 

8.109  Shall  assign  a  meal  period  not  exceeding  one-half  (1/2)  hour  for  each  member  of 
his  platoon  on  foot  patrol,  detail  or  assignment.   Shall  assign  meal  periods  at 
such  times  that  will  least  interfere  with  the  police  business  of  that  district.  Upon 
notification  that  the  performance  of  police  duty  makes  it  impossible  for  said  member 
to  take  his  mBal  period  at  the  time  designated,  the  platoon  commander  shall  assign  a 
new  meal  period.   Meal  perioda  of  members  communicatad  with  by  radio  shall  be  con- 
trolled by  the  Radio  Communications  Section , 

.1   All  units  controlled  by  radio  when  requesting  10-7M,  shall  make  their  re- 
quest via  radio.  No  requests  by  telephone  or  any  other  way  will  be  honored. 

8.111  Shall  assemble  his  platoon  fifteen  (15)  minutes  before  the  hour  of  commencement 

of  its  tour  of  duty,  call  the  roll,  inspect  the   members  and  see  that  they  are 
properly  uniformed  and  equipped.   5hall  be  responsible  for  their  general  appearance 
and  shall,  before  sending  them  on  patrol,  give  them  their  assignments  or  details,  read 
the  orders,  bulletins  and  circulars  affecting  them  and,  if  necessary,  explain  their 
provisions. 

8.113  Shall  when  any  member  of  his  platoon  reports  for  duty  after  being  absent  from 
roll  call  and  the  reading  of  orders,  acquaint  said  member  with  all  rules,  or- 
ders and  instructions  affecting  him  issued  and  published  during  his  absence. 

8.115  Shall  frequently  inspect  the  memorandum  books  carried  by  members  of  his  platoon 
to  ascertain  that  the  required  entries  are  made  therein. 

8.117  Shall,  when  a  traffic  check  is  to  be  held  in  his  District,  detail  one  (1)  Ser- 
geant as  Officer-in-Charge  and  at  least  two  (2)  patrolmen  in  addition  to  the 
police  reserve  liaison  officer. 

8.119  Shall  when  notified  that  an  officer  must  remain  at  the  location  of  a  coroner's 

case  for  an  indefinite  length  of  time,  designate  an  officer,  other  than  one 
assigned  to  motorized  patrol,  to  relieve  at  the  scene. 

8.121  Shall  keep  motorized  equipment  on  active  patrol  and  instruct  motorized  officers 
to  patrol  all  uncovered  beats  in  their  sectors. 
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8.123  Shall  cause  to  be  assigned  to  members,  other  than  those  on  motorized  patrol, 
requests  for  services  that  do  not  require  the  immediate  response  of  a  police 
officer. 

8.125  Shall  when  any  matter  involving  police  investigation  or  action  is  assigned  to 
a  member  of  his  platoon,  instruct  said  member  to  take  proper  police  action  on 
said  matter  and  submit  a  report  indicating  the  action  taken.   In  the  event  the  matter 
assigned  cannot  be  reported  on  during  the  platoon  commander's  tour  of  duty,  he  shall 
prepare  a  list  giving  the  names  of  investigating  officers  and  subject  matter  assigned. 
Said  list  shall  be  given  to  the  platoon  commander  to  whom  the  members  will  report  off 
duty . 

0.127   Shall,  on  a  first  alarm  of  fire,  where  the  policing  of  the  vicinity  is  super- 
vised by  a  sergeant,  use  his  discretion  as  to  whether  or  not  his  presence  is 
required.   Whenever  a  second  alarm  or  greater  is  sounded,  he  shall  proceed  immediately 
to  the  scene,  take  charge  and  remain  in  command  until  relieved,  superceded  by  a  supe- 
rior officer,  or  until  his  presence  is  no  longer  required. 

8.129  Shall  when  persons  arrested  are  brought  into  the  station,  acquaint  himself  with 

the  particulars  surrounding  the  arrest,  check  all  facts  regarding  the  arrest, 
see  that  the  proper  charges  are  placed,  proper  reports  made,  and  that  all  evidence  is 
properly  gathered,  marked,  and  preserved. 

8.131  Shall,  unless  otherwise  ordered,  when  a  prisoner  in  custody  of  the  department 

requires  hospitalization  and  a  police  guard  is  to  be  maintained,  see  that  said 
prisoner  is  conveyed  to  an  emergency  hospital  or  to  the  San  Francisco  Hospital  and  a 
guard  provided. 

8.133  Shall  when  a  report  is  made  to  him  of  any  damage  to  or  loss  of  department  prop- 
erty or  equipment,  cause  an  immediate  investigation  to  be  made  and  have  sub- 
mitted a  report  in  writing  to  his  commanding  officer  placing  responsibility. 

8.135  Shall  receive  and  sign  all  reports  submitted  to  him  by  members  and  shall  be  re- 
sponsible for  the  use  of  correct  forms  and  the  necessary  information  regarding 
the  incident,  offense,  or  other  matters  reported  on. 

8.137  Shall  report  off  duty,  the  members  of  the  incoming  platoon  taking  particular  note 

of  any  irregularities.   If  any  such  irregularities  are  noted,  proper  action 
shall  be  taken. 

8.139  Shall,  when  a  warrant  of  arrest,  subpoena  or  citation,  is  delivered  to  a  member 

of  his  platoon  far  service,  see  that  said  document  is  executed  promptly  and 
proper  return  made  thereon.   He  shall  see  that  said  document  is  returned  at  the  end 
of  the  member's  tour  of  duty,  and  if  service  has  not  been  completed  that  a  report  is 
made  thereon  showing  the  action  taken  „ 

8.1U1  Shall,  when  a  police  lock  is  used  to  secure  premises  found  open,  see  that  said 
lock  is  returned  to  the  station  after  it  has  served  its  purpose. 

STATION  KEEPER 

8. 1^3  A  member  detailed  in  charge  of  the  business  office  of  a  station  shall  be  desig- 
nated as  station  keeper.   He  shall  be  responsible  for  the  efficient  execution 
of  the  duties  of  his  assignment. 

8.1^5  Shall,  during  the  absence  of  the  platoon  commander  from  the  station,  be  the 
ranking  officer  on  duty  and  shall  be  obeyed  and  respected  accordingly. 

8. 1^7  Shall  have  immediate  supervision  and  control  of  members  assigned  to  assist  him. 
He  shall  see  that  such  members  efficiently  perform  the  duties  assigned  them. 
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8.1U9  Shall  ba  responsible  for  the  proper  keeping  of  station  records  maintained  under 

his  supervision  and  shall  not  allow  them  to  be  inspected  by  unauthorized  per- 
sons.  Said  records  shall  be  kept  in  a  neat,  clean  and  business-like  manner. 

8.151  Shall  be  responsible  for  the  receipt  of  department  orders,  bulletins  and  tele- 
type messages.   He  shall  require  the  member  receiving  same  to  acknowledge  re- 
ceipt by  signing  his  name,  with  title  of  rank  thereon  together  with  the  date  and  time 
received.   Orders,  bulletins  and  teletypes  on  important  matters  shall  be  immediately 
brought  to  the  attention  of  the  platoon  commander. 

8.153  Shall  not  permit  members  or  unauthorized  persons  to  enter  the  office  of  a  super- 
ior officer,  or  any  business  office  in  his  station,  except  an  police  business 
or  on  orders  of  his  superiors. 

8.155  Shall  immediately  upon  receipt  of  information  of  a  homicide,  robbery,  riot, 

strike,  fire,  serious  accident,  unusual  casualty  or  occurrence,  transmit  all 
available  information  thereon  to  the  platoon  commander.   If  the  information  is  of 
major  or  unusual  importance  the  Offices  of  the  Chief  and  the  Chief  of  Inspectors  shall 
be  notified. 

8.157  Shall,  when  a  member  or  patrol  special  officer  fails  to  ring-in  within  ten  (10) 

minutes  of  the  time  prescribed,  unless  excused  because  of  a  special  detail, 
assignment  or  police  emergency,  report  that  fact  to  the  platoon  commander. 

8.159  Shall  see  that  members  and  patrol  special  officers,  when  contacting  the  station 

through  signal  boxes  or  otherwise,  are  given  information  on  all  police  matters 
of  importance  affecting  them  which  have  been  received  in  the  station  and  not  previously 
given  them. 

8.161  Shall,  if  a  sick  certificate  of  a  member  is  brought,  to  his  station  during  ths 

temporary  absence  of  the  platoon  commander,  receive  same  as  prescribed  for  the 
platoon  commander. 

8.163  Shall  cause  an  entry  to  be  made  in  the  Log  Book  when  an  operator  reports  himself 
10-7  on  an  investigation.   A  LAB,  WO.  6  shall  also  be  made  indicating  the  nature 
and  result  of  the  investigation. 

8.165  Shall  immediately  notify  the  Bureau  of  Communications  when  motorized  equipment 
is  assigned  to  police  service  other  than  by  the  Bureau  of  Communications. 

8.167   Shall  cause  an  Arrest  Card  to  be  properly  completed  for  all  persons  booked, 
including  those  persons  booked  for  violations  of  citable  offenses. 

.1   Citable  offenses  shall  be  handled  as  follows: 

A.  Members  cited  for  traffic  violations  of  the  vehicle  Code,  Traffic  Code,  and 
Park  Code  shall  use  the  Traffic  Citation  Form. 

B„  All  other  citable  offenses  shall  be  placed  on  the  "Notice  to  Appear  Form 
PR  2.t».3." 

.2   An  Arrest  Card  shall  be  completed  when  the  arrested  person  refuses  to  sign 
the  appropriate  citation  form  and  is  booked. 

8.169   Shall,  when  a  person  appears  in  the  station  to  report  a  motor  vehicle  accident, 
cause  the  proper  report  to  be  made.   In  the  event  the  accident  may  be  properly 
classified  as  hit-and-run  or  personal  injury,  he  shall  communicate  with  the  Accident 
Investigation  Bureau  as  to  the  procedure  to  be  followed. 

8.171   Shall,  when  a  lo3t  parson  is  brought  to  his  station,  see  that  the  Bureau  of  In- 
spectors is  immediately  notified  and  given  the  name,  if  known,  as  well  as  the 
description  of  said  person.   If  the  residence  address  in  this  city  and  county  of  the 
lost  person  becomes  known,  he  shall  make  provision  to  have  said  person  conveyed  in  a 
police  vehicle  to  said  address,  provided  other  transportation  is  not  readily  available. 
If  the  lost  person  is  a  minor  and  after  a  reasonable  time  has  elapsed,  and  his  resi- 
dence address  or  the  identity  of  his  parent  or  guardian  is  not  known,  said  minor  shall 
be  conveyed  to  the  Youth  Guidance  Center.   If  the  lost  person  is  an  incompetent  adult 
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and  after  a  reasonable  time  has  elapsed,  and  the  residence  address  of  said  person  or 
some  member  of  his  immediate  family  or  his  guardian  is  not  known,  havs  said  adult 
conveyed  to  the  office  of  the  detention  steward,  Psychopathic  Division,  San  Francisco 
Hospital  between  the  hours  of  8:00  AM  and  5:00  PM  except  Saturdays,  Sundays  and  legal 
holidays.   At  all  other  times  he  shall  be  taken  to  the  Mission  Emergency  Hospital. 

8.173  Shall  see  that  no  person,  except  a  member  of  the  department,  is  permitted  to 

interview  a  prisoner  confined  in  the  station  without  permission  of  the  officer- 
in-charge:  provided  said  prisoner  has  indicated  a  desire  to  participate  in  the  interview. 

8.175  Shall  cause  to  be  forwarded  to  the  Property  Clerk's  Office  at  8:00  AM  and  *t:00 

PM  and  to  the  City  Prison  at  12  Midnight  and  5:00  AM,  all  personal  property  not 
returned  or  to  be  returned  to  prisoners.   Shall  cause  to  be  transported  to  the  Property 
Clerk's  Office  at  8:00  AM  all  other  property  capable  of  being  transported.   The  Prop- 
erty Clerk's  Office  shall  be  notified  regarding  property  not  capable  of  being  trans- 
ported. 

8.177  Shall  during  his  watch,  cause  to  be  transferred  to  the  City  Prison  all  prison- 
ers in  custody  in  accordance  with  the  department  schedule  of  transfers.  Non- 
scheduled  transfers  shall  be  made  as  dictated  by  circumstances. 

.1  Shall  cause  the  transfer  record  to  be  properly  completed  in  duplicate. 

.2  A  copy  of  the  transfer  record  shall  accompany  the  prisoner. 

.3  Prisoners  being  held  at  district  stations  shall  be  transferred  to  the  City 
Prison  no  later  than  three  (3)  hours  after  their  arrival  at  the  district 
station.   When  there  is  no  scheduled  transfer  within  that  three  hour  period, 
the  station  keeper  shall  arrange  for  the  transfer  of  the  prisoner. 

8.179  Shall  be  responsible  for  the  safe  keeping  of  prisoners  confined  in  station 

cells.   He  shall  cause  such  cells  to  be  visited  frequently  and  shall  personally 
visit  the  cells  at  least  once  each  hour  when  prisoners  are  confined  therein. 

8.181  Shall  carefully  examine  bulletins  and  other  communications  received  at  his  sta- 
tion listing  missing  persons  or  persons  wanted  and  check  same  against  names  and 
descriptions  of  prisoners  held  in  his  station. 

8.183  Shall  before  reporting  off  duty  and  in  the  presence  of  his  relief,  count  all 

bail  money  in  his  possession  and  enter  the  amount  thereof  in  the  next  available 
line  in  the  Log  Book  indicating  bail  monies  on  hand  followed  by  the  amount  thereof. 
Such  amount  shall  be  indicated  both  by  words  and  by  figures.   Both  the  off-going  and 
on-coming  station  keeper  shall  sign  such  entry. 

8.185  Shall,  when  leaving  the  station  for  a  meal  period,  sign  the  Log  Book  on  the  line 

immediately  following  the  entry  by  his  relief.   Shall  also  sign  on  the  next 
vacant  line  upon  his  return  from  meals. 

STATION  DUTY 

8.187  A  member  so  detailed  shall  perform  such  duties  as  may  be  assigned  by  his  super- 
iors and  be  responsible  for  the  efficient  execution  of  the  duties  so  assigned. 

PATROL  WAGON  DUTY 

8.189  A  member  so  detailed  shall  perform  such  duties  as  may  be  assigned  by  his  super- 
iors, and  shall  be  responsible  for  the  efficient  execution  of  duties  so  as- 
signed. When  not  specially  detailed,  he  shall  assist  in  the  business  office  of  the 
station. 
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PATROL  PROCEDURE 
9.00 


PATROL  SERGEANT 


9.01     Shall  have  Immediate  control  and  supervision  of  the  geographical  area  to 

which  assigned  and  the  members  undBr  him,  and  during  a  police  emergency  with- 
in said  area,  over  members  responding  to  same  until  command  is  assumed  by  a  superior 
officer. 

.1    A  superior  officer,  not  assigned  to  that  district,  who  assumes  command  under 
such  emergency  conditions  shall: 

a.  Advise  the  officer-in-charge  at  the  scene  of  his  assumption  of  command. 

b.  Immediately  notify  the  officer-in-charge  of  the  district  involved. 

c.  Having  assumed  command,  he  shall  remain  at  the  scene  until  emergency  con- 
ditions no  longer  exist;  or  until  command  is  returned  to  thB  officer-in- 
charge  of  the  district. 

d.  Shall  make  a  written  report  to  the  Chief  setting  forth  the  circumstances 
surrounding  his  assumption  of  command. 

9.03     Shall  constantly  patrol  the  section  to  which  assigned  and,  except  in  case  of 

emergency,  report  to  his  station  at.  least  once  every  two  (2)  hours  through 
the  signal  boxe3  and  givB  the  receiving  member  the  location  and  number  of  the  box  from 
which  he  is  reporting.   Shall  remain  there  until  he  receives  orders  or  instructions  in- 
tended for  him. 

9.05     Shall  keep  his  commanding  officer  informed  as  to  police  conditions  in  his  sec- 
tion, and  especially  of  places  suspected  of  being  used  to  carry  on  activities 
in  violation  of  law.   He  shall  also  keep  his  commanding  officer  informed  of  places  where 
gamblers,  thieves,  and  other  law  violators  congregats,  visit  or  operate. 

9.07     After  roll  call  and  inspection,  he  shall  remain  In  the  station  not  to  exceed 

thirty  (30)  minutes  in  order  to  record  details  and  assignments  of  members 
under  his  immediate  jurisdiction. 

9.09     Shall  visit  all  places  of  public  assemblage  where  special  officers  are  em- 
ployed and  inspect  said  officers  to  sea  that  they  are  properly  uniformed  and 
equipped. 

9.11     Shall,  when  assigned  to  any  type  of  special  investigation  which  requires  a 

report  to  be  submitted,  complete  such  investigation  and  submit  such  required 
report  prior  to  the  termination  of  his  tour  of  duty.   If  such  investigation  and  report 
cannot  be  completed  during  the  tour  of  duty,  the  platoon  commander  shall  be  notified 
of  that  fact. 

9.13     Shall,  when  relieving  the  station  keeper,  3ign  the  Log  Book  on  the  next 
vacant  line. 

9.15     Shall  carry  a  department  memorandum  book  in  which  he  shall  enter  the  names, 

details  and  assignments  of  the  members  and  patrol  special  officers  under 
him,  and  shall  enter  therein  the  time  and  location  that  each  man  is  visited.  Shall 
not  return  sooner  than  thirty  (30)  minutes  before  the  completion  of  sach  tour  of  duty 
to  enter  this  data  on  his  patrol  supervision  report. 

9.17     Shall  require  patrolmen  and  patrol  special  officers  to  remain  on  their  beats, 
details  or  assignments  and  efficiently  perform  their  duties. 

9.19     Unless  otherwise  engaged  in  police  business  or  on  orders  of  the  officer-in- 
charge,  visit  patrolmen  and  patrol  special  officers  at  least  twice  during 
each  tour  of  duty. 

9.21     Shall  notify  the  platoon  commander  when  a  patrolman  or  patrol  special  officer 
cannot  be  located.  He  shall  search  for  such  officer  until  found  or  until  re- 
lieved by  a  superior  officer.   Shall  report  in  writing  to  his  commanding  officer  if  the 
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missing  officer  cannot  give  a  satisfactory  explanation  for  his  absence. 

TRAFFIC  CHECKS 

9.23     Shall,  when  detailed  in  charge  of  a  traffic  check,  immediately  proceed  to 

the  designated  location  to  ascertain  if  the  signs,  signals,  harriers  and 
smudge  pots  have  been  delivered. 

.1     Prior  to  6:00  PM  shall  cause  "no  parking"  signs  to  placed  along  the  traffic 
check  area  on  both  sides  of  the  street. 

.2     Shall  unless  a  different  time  is  designated  commence  the  check  sharply  at 
8:00  PM. 

.3  Shall  not  leave  the  traffic  check  area  unless  the  police  reserve  liaison  of- 
ficer is  present.  If  no  liaison  officer  is  assigned  a  regular  policB  officer 
must  be  detailed  to  remain  during  his  absencB. 

,U     Shall  cause  all  equipment  in  the  check  to  placed  in  a  safe  position  at  the 
conclusion  of  the  traffic  check. 

.5     Shall  receive  the  reports  of  the  reserve  officers  assigned  to  thB  check,  con- 
solidate them  on  his  report  and  notify  the  Traffic  Bureau  of  the  results. 
Shall  submit  his  report  in  duplicate  to  his  platoon  commander  for  forwarding 
through  normal  channels. 

PATROLMAN 

9.25     Shall,  upon  arriving  on  his  beat,  and  at  reasonable  intervals  thereafter,  try 

all  accessible  doors  and  windows  of  business  and  public  places  that  are  not 
open,  to  ascertain  if  they  are  properly  secured. 

.1     Shall  immediately  notify  his  station,  and  the  owner  or  proprietor  if  possible 
when  such  places  are  found  unsecured. 

.2     Shall  properly  secure  the  premises  with  a  police  lock  or  protect  the  premises 
if  the  owner  or  proprietor  cannot  immediately  take  charge.  Shall  not  leavs 
the  securing  of  such  premises  to  special  police  officers  or  watchmen. 

9.27     Shall,  except  in  case  of  police  emergency,  detail  or  assignment,  patrol  his 

beat  constantly  and  diligently  to  thB  limits  thereof,  and  shall  not  loiter  or 
engage  in  unnecessary  conversation  with  persons  therson. 

9.29  Shall  not  leave  his  beat,  detail  or  assignment,  EXCEPT: 

.1  Performance  of  police  duty. 

.2  Orders  or  permission  of  a  superior. 

.3  Absolute  personal  necessity. 

9.31     A  record  of  any  absence  shall  be  entered  in  his  memorandum  book  with  com  - 
plete  information  thereon. 

9.33     Shall,  upon  returning  to  the  district  from  an  outside  detail,  contact  the 
station  and  notify  the  platoon  commander  of  his  return  to  the  district. 

9.35     Shall  exercise  constant  vigilance  in  ridding  the  streets,  parks,  playgrounds, 

theatres  and  other  public  places  throughout  the  city  of  beggars,  vagrants, 
degenerates,  women  who  solicit  for  immoral  purposes  and  other  undesirables. 

9.37     Shall  be  considered  negligent  if  he  fails  to  discovar  on  his  beat  any  illegal 

entry  into  premises  where  evidence  of  such  Illegal  entry  could  be  observed 
by  thB  efficient  examination  of  doors  or  windows. 
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9.39     Shall  be  considered  negligent  if  he  fails  to  discover  a  homicide,  robbery  or 

other  serious  crime  committed  on  his  beat  which  could  have  been  discovered 
through  the  exercise  of  reasonable  diligence.  He  shall  be  responsible  for  his  failure 
to  take  prompt  action  in  the  apprehension  of  persons  known  to  have  committed  or  sus- 
pected of  having  committed  any  such  offense. 

9.41     Shall,  except  in  case  of  emergency,  report  to  his  station  at  least  once  ev- 
ery two  (2)  hours  through  the  police  signal  box  system  to  the  exclusion  of 
public  and  private  telephones,  Shall  give  the  receiving  member  the  location  and  num- 
ber of  the  box  from  which  he  is  reporting,  and  shall  remain  there  until  he  receives 
orders  or  instructions  intended  for  him. 

9.43     Shall  obtain  his  meal  at  the  time  designated,  and,  if  possible,  within  the 
confines  of  his  beat. 

9.45     Shall  observe  the  condition  of  the  public  streets  and  sidewalks  on  his  beat 

and  report  any  defect  or  obstruction  thereon  which  he  cannot  immediately  re- 
move or  remedy. 

9.47     Shall  see  that  barriers  and  lights  are  maintained  at  proper  times  over  or 

around  holes,  excavations,  building  or  other  materials  which  may  constitute 
an  element  of  danger. 

9.49     Shall  immediately  report  any  break  or  damage  to  any  water,  steam,  gas,  elec- 
tric or  sewer  conduit  in  the  street,  or  connected  with  any  building;  any 
outages  of  street  lights  required  to  be  burning  during  prescribed  hours;  and  all  dead 
animals  found  in  the  street. 

9.51     Shall  examine  all  United  States  Mail  Boxes,  fire  and  police  signal  boxes, 
traffic  signals,  signs,  lights  and  reflectors  on  his  beat  and  report  any 
found  damaged,  in  need  of  replacement,  repair  or  adjustment.  Shall  not  attempt  to  re- 
pair or  adjust  same. 

9.53     Shall,  where  faulty  operation  of  automatic  traffic  signals  is  observed,  re- 
port said  fact  immediately  to  the  Bureau  of  Communications  and  attempt  to 
transfer  the  operation  from  automatic  to  flashing;  if  this  operation  does  not  function 
satifactorily,  the  signal  shall  be  turned  off.  A  written  report  of  such  notifigation 
and  subsequent  action  taken  shall  be  submitted. 

9.55     Shall  observe  parking  meters  on  his  beat  and  report  damage  to  same.  Effort 
shall  be  made  to  determine  the  time  such  damage  occurs. 

9.57     Shall  visit  all  parks  and  playgrounds  on  his  beat,  and  cooperate  wiih  play- 
ground directors  in  the  prevention  of  vandalism  or  damage  to  such  property. 

9.59     Shall  during  school  vacations  and  on  weekends,  inspect  all  school  buildings 
and  facilities  on  his  beat  and  submit  an  inspection  report. 

9.61     Shall  see  that  persons  requiring  DEPARTMENT  PERMITS  to  engage  in  business 

are  not  allowed  to  do  so  without  a  valid  permit  and  shall  seize  illegally 
operated  mechanical  amusement  devices.  Shall  report  in  writing  any  change cf  ownership 
or  discontinuances  of  business  at  such  places. 

9.63     Shall  observe  and  report  in  writing  in  full  detail  all  places  on  his  beat 
suspected  of  being  illegally  operated. 

9.65     Shall  submit  a  report  in  writing  when  the  premises  of  a  licensee  of  the  of 

the  Department  of  Alcholic  Beverage  Control  becomes  a  resort  for  illegal 
possessors  or  users  of  narcotics,  prostitutes,  panderers  or  sexual  perverts. 

9.67     Shall  o.bserve  the  conduct  of  all  known  criminals,  suspicious  persons,  or  per- 
son loitering  on  his  beat  at  late  and  unusual  hours,  and  the  places  they 
frequent.   Shall  ascertain  their  names,  residences  and  occupations  and  keep  a  record 
of  same. 
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9.69     Shall  immediately  proceed  to  the  scene  of  any  crime,  accident,  unusual  oc- 
currence or  matter  of  importance  on  his  beat  that  has  come  to  his  attention 
and,  unless  otherwise  ordered,  submit  a  report  of  the  circumstances. 

9.71     Shall,  when  dispatched  or  when  appearing  first  at  the  scene  of  any  crime, 

unusual  occurrence;  or  serious  automobile  accident  to  which  members  of  the 
Traffic  Enforcement  and  Investigation  Division  have  bsen  assigned,  set  about  Immedi- 
ately to  secure  names  and  addresses  of  persons  involved  and  of  witnesses,  and  preserve 
insofar  as  possible,  all  available  physical  evidence. 

PROPERTY 

9.73     Shall  deliver  to  his  station  all  property  coming  into  his  possession  capable 

of  being  transported.  If  such  property  is  located  in  a  district  other  than 
his  own,  it  shall  be  delivered  to  the  station  of  that  district. 

9.75     Property  shall  be  securely  wrapped  and  tagged  and  a  report  shall  be  made  set- 
ting forth  the  circumstances  surrounding  the  acquisition  of  same.  If  the 
property  is  of  evidentiary  value,  such  shall  not  bB  contaminated,  but  shall  bB  sealed, 
if  possible,  and  the  member's  signature  shall  be  written  across  the  seal.  Fluids  shall 
be  secured  in  bottles  or  jars  and  cars  shall  be  taken  to  prevent  spillage* 

9.77     When  property,  incapable  of  being  transported,  other  than  motor  vehicles,  is 

found,  he  shall  immediately  notify  the  station  of  the  district  involved  and 
safeguard  said  property  until  the  owner  is  notified  and  takes  possession  of  samB;  or 
until  relieved  by  a  superior  officer.  If  the  owner  cannot  be  located  or  cannot  appear 
within  a  reasonable  time,  the  property  shall  be  placed  in  storage. 

9.79     Whenever  a  member  discovers  or  has  his  attention  called  to  a  sick  or  injured 

person  requiring  medical  attention,  he  shall  proceed  to  have  same  furnished 
immediately.   If  the  sick  or  injured  person  resides  in  this  city  and  county  and  desir- 
es to  be  taken  home,  the  member  shall  make  provisions  to  have  said  person  conveyed 
thereto  in  a  police  vehicle,  provided  no  other  suitable  vehicle  is  available.  If  the 
sick  or  injured  person  desires  to  be  taken  to  a  hospital,  either  public  or  private,  or 
to  a  doctor's  office,  or  to  some  other  place,  for  medical  attention,  the  member  shall 
make  arrangements  accordingly,  and  if  a  police  vehicle  can  be  used  with  safety  and  no 
other  vehicle  is  available,  arrangement  shall  be  made  for  transportation  in  said  vehi- 
cle. 

9.81     MISSING  PERSONS  PROCEDURE 

.1     Company,  Commanders 

Whenever  a  person  is  reported  as  missing  to  any  member  of  the  San  Francisco 
Police  Department,  the  information  shall  be  forwarded  through  proper  chan- 
nels to  the  Bureau  of  Inspectors  in  the  following  manner: 

A.   If  between  the  hours  of  8:00  AM  and  5:00  PM,  the  notification  shall  be 
made  directly  to  the  Missing  persons  Bureau  (Local  1361). 

B„   If  between  the  hours  of  5:00  PM  and  8:00  AM,  the  notification  shall  be 
made  to  the  Officer-in-Bharge  of  the  Bureau  of  Inspectors  in  Room  100 
(Local  1506). 

.2  The  Officer-in-Charge  of  the  Bureau  of  Inspectors  shall  immediately  make  in- 
quiry of:  The  Coroner,  all  Police  Stations,  the  City  Prison  and  all  emergen- 
cy hospitals  for  the  missing  person. 

.3     If  the  missing  person  is  a  juvenile,  the  inquiries  shall  include  the  Youth 
Guidence  Center. 

.<♦     The  report  of  the  missing  person,  after  the  above  mentioned  inquiries  have 

been  made,  shall  be  immediately  transmitted  to  all  members  of  the  Department 
by  teletype. 
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9.83      Shall,  when  any  vehicle  is  left  standing  or  parked  on  a  street  or  public 

highway  for  seventy-two  (72)  hours,  inspect  said  vehicle  and  conduct  a  re- 
asonable search  to  determine  the  owner  or  operator  of  same. 

9.85      Shall  not  tow  a  vehicle  as  abandoned  unless  so  authorized  by  the  Traffic 
Enforcement  &  Investigation  Division  or  Tow  Detail. 

9.87      Shall,  when  detailed  in  civilian  dress,  promptly  identify  himself  as  a 
police  officer  before  questioning  persons. 

9.89      Shall  furnish  information  and  render  aid  to  persons  as  may  be  consistent 
with  his  duties. 

TRAFFIC  CITATIONS 

9.91      Shall,  when  issuing  traffic  citations  or  making  arrests  for  traffic  violat- 
ions, check  the  number  on  the  license  plate  against  that  which  is  listed  on 
the  vehicle  registration  certificate. 

9.93      Shall,  when  issuing  traffic  citations  to  members  of  the  Armed  Forces  obtain 
and  enter  the  following  information  on  said  citation: 

.1  Name  in  full. 

.2  Service  rank. 

.3  Serial  number. 

.U  Military  unit:  regiment,  company,  etc. 

.5  Military  base:  station,  camp,  fort,  naval  station  or  ship. 

9.95      Shall  accept  badge  numbers  or  other  credentials  in  lieu  of  service  serial 
numbers  where  such  personnel  are  forbidden  by  restriction  to  reveal  their 
serial  numbers.  Such  personnel  include  agents  of  the  Office  of  Special  Investigation, 
Criminal  Investigation  Detachment,  Counter  Intelligence  Corps,  and  Office  of  Naval 
Intelligence. 

9.97      Shall,  when  citing  automobiles  for  violation  of  Section  58  of  the  Traffic 

Code,  ascertain  that  none  of  the  wheels  are  blocked  before  issuing  a  cita- 
tion and  make  a  notation  "NO  BLOCKS"  on  said  citation. 

9.99      Shall,  when  citing  commercial  vehicles  (trucks)  for  double  parking  procure 
the  signature  of  the  operator  if  possible. 

9.101     AH  persons  operating  bicycles  in  this  city  without  the  proper  license  shall 

be  cited  to  court.  Those  under  eighteen  (18)  years  of  age  shall  be  cited  to 
Juvenile  Court  and  those  over  eighteen  (18)  years  of  age  to  the  Municipal  Traffic 
Court.  Traffic  citation  tags  shall  be  used  for  this  purpose  inserting  the  violation 
committed  in  the  space  marked  "other  than  traffic  violations"  and  in  the  space  marked 
"other  than  traffic  court".  Insert  the  name  of  the  court  or  bureau  to  which  such  per- 
son cited  shall  appear.  These  citations  should  be  sent  through  regular  channels  and 
a  report  shall  be  made  giving  full  particulars  of  the  case.  If  the  person  cited  is  un- 
able to  supply  satisfactory  identification,  the  bicycle  shall  be  impounded  at  the 
district  station  in  the  same  manner  as  lost  or  found  bicycles  are  handled. 

FIELD  CHECKS 

9.103     Checks  may  be  made  in  one  of  three  (3)  ways: 

.1      By  radio  (preferable  when  possible). 

.2      By  regular  telephone. 

.3      By  police  call  box  telephone. 

9.105     Officers-  when  requesting  a  field  check  shall: 

.1      Identify  himself. 

.2      Precede  the  messagB  with  the  words  "UehiclB  Check",  "Adult  Check",  "Juvenile 
Check",  or  "Warrant  Check"  as  the  case  may  be. 
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.3    On  receiving  approval  to  transmit,  the  following  information  shall  be  given: 

a.  FULL  name;   first  name,  middle  name,  then  last  name. 

b.  Address  of  subject. 

c.  Birthdate  in  numerals,"  8-30-21. 

d.  Physical  description  of  person;  WMA,  IMMA,  etc. 
e„  Make  and  license  number  of  vehicle. 

.t*  For  vehicle  checks:  give  item  "b"  above. 

.5     For  adult  and  juvenile  checks:  give  items  "a,b,c  and  d",  above 

.6     For  warrant  checks:  give  items  "a,b,c,d  and  a",  above. 

9.107    Warrant  checks  made  by  telephone  shall  be  conducted  as  briefly  as  possible. 
ThB  following  will  expedite  such  checks: 

A  -  Ck  -  1871  Lb  -  Of  -  1875 

CI  -  Gk  -  1872  Og  -  Sk  -  1877 

Gl  -  La  -  187<»  SI  -  Z   -  1878 

9.109    Shall  immediately  notify  the  pound  keeper  in  all  cases  where  a  dog  or  other 

animal  bites  a  person.  No  animal  which  has  bitten  a  person  shall  be  destroyed 
without  permission  from  the  pound  keeper. 

9.111    Shall,  when  any  question  arises  as  to  the  existence  of  a  suspected  nuclear 

explosive  device  or  suspected  radiological  hazard  or  contamination,  im- 
mediately notify  the  Bureau  of  Communications  and  the  Office  of  the  Chief. 

9.113    Shall,  in  the  event  that  hostile  aircraft  is  shot  down  or  otherwise  grounded 
in  San  Francisco: 

.1  Preserve  the  original  scene;  allow  no  photographs  to  be  taken;  keep  unauthor- 
ized persons  away;  take  enemy  personnel  into  custody;  allow  no  interviews  ex- 
cept by  properly  identified  military  personnel. 

.2     Notify  the  Communications  Bureau  immediately  giving  the  following  information: 

a.  Type  of  aircraft  (conventional,  jet,  single  or  multimotored) . 

b.  Exact  location  of  the  aircraft. 

c.  Time  and  date  of  crash. 

d.  Condition  of  the  aircraft  (demolished,  burned,  intact,  etc.). 

e.  Fate  of  crew  and  number  of  prisoners  taken  to  include: 

1.  Circumstances  of  capture. 

2.  Physical  condition  of  the  individual  prisoners. 

3.  Who  has  custody  of  the  prisoners  and  where  they  are  located. 
k.  Ranks  and  crew  positions  of  the  prisoners,  if  possible. 

5.  If  immediate  hospitalization  of  enemy  prisoners  is  necessary  they 
shall  be  kept  under  police  guard  and  incommunicado  until  taken  over 
by  properly  identified  military  personnel. 

6.  Shall  precede  reports  of  grounded  enemy  aircraft  with  the  words 
"CRASH  REPORT". 

7.  Shall  immediately  search  enemy  prisoners;  all  weapons,  documents, 
etc.,  found  in  their  possession,  shall  be  properly  marked  and 
guarded  until  delivered  to  properly  identified  military  authorities. 

8.  Extreme  care  shall  be  taken  to  prevent  destruction  or  attempted 
destruction  of  aircraft,  equipment  or  documents  by  prisoners. 

MOTORIZED  PATROL 

9.115    Shall  be  responsible  for  all  uncovered  beats  in  his  sector.  Shall,  while  not 

otherwise  engaged  in  police  work,  patrol  said  beats  and  be  governed,  in  so 
far  as  practicable,  by  all  rules  and  procedures  concerning  beat  men. 
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9.117    Shall  immediately  after  roll  call,  inspect  the  vshiclB  and  department  equip- 
ment to  be  used  by  him.   ShBll  immediately  report  to  his  platoon  commander, 
and  report  in  writing  to  his  commanding  officer,  any  defect  or  damage  to  same. 

9.119    Failure  to  report  any  existing  unreported  damage  to  department  property  or 

equipment  to  be  used  by  him  shall  indicate  that  the  operator  assumes  full 
responsibility  for  such  damage. 

9.121    Shall  report  to  his  platoon  commander  as  soon  as  possible,  and  report  in 

writing  to  his  commanding  officer,  any  accident,  disability,  defect,  dam- 
age to  or  loss  of  the  vehicle  or  equipment  used  by  him. 

.1     Shall  not  again,  except  in  case  of  emergency,  operate  such  vehicle  until 
after  inspection  by  the  platoon  commander. 

9.123    Shall  aeB  that  the  vehicle  assigned  to  him  is  properly  fueled  and  ready  for 
immediate  service  and  shall  not  allow  unauthorized  persons  to  operate  or  be 
carried  in  samB.  Shall  at  all  times  operate  said  vehicle  in  a  reasonable  and  prudent 
manner.   When  responding  to  an  emergency  and  the  traffic  control  red  light  is  against 
the  police  vehicle,  the  police  vehicle  shall  be  slowed  down,  and  stopped  if  necessary, 
until  all  traffic  that  is  proceeding  on  the  green  light  realizes  that  the  police  vehi- 
cle is  signalling  for  the  right-of-way  and  has  stopped  to  let  the  police  vehicle  pro- 
ceed through  the  intersection.  Upon  approaching  a  "stop"  9ign,  policB  vshicles  shall 
slow  down  and  shall  not  proceed  until  all  other  vehicles  yield  the  right-of-way.   If 
the  siren  and  red  light  does  not  get  the  right-of-way  for  the  police  vehicle,  it  shall 
not  be  taken  arbitrarily  under  any  condition. 

9.12*t    Effective  immediately,  each  department  vehicle  shall  carry  the  Accident  Re- 
porting Procedure  Envelope  (PR  3.0.5),  which  shall  contain  accident  report- 
ing procedure  instructions  (PR  3.0.6)  and  witness  statement  cards  (PR  3.0.7). 

.1     In  the  event  of  an  accident  involving  a  department  vehicle,  the  reporting 
procedure  (PR  3.0.6)  shall  be   strictly  followed.   The  witness  cards  shall 
be  submitted  to  the  officer  responding  from  the  Accident  Bureau  and  shall 
be  delivered  to  the  Platoon  Commander  of  the  Accident  Bureau  with  the 
Accident  Report. 

.2     Witness  cards  shall  bs  held  by  said  Platoon  Commander  of  the  Accident  Bureau 
until  called  for  by  the  Department  Accident  Board  of  Review. 

.3     Except  in  case  of  emergency,  no  Department  vehicle  shall  be  operated  unless 
said  envelope,  instruction  card,  and  witness  cards  are  physically  present 
in  the  vehicle. 

.k  In  the  event  that  the  operator  of  a  Department  vehicle  involved  in  any  ac- 

cident is  physically  unable  to  fulfill  the  provisions  of  the  foregoing, 
same  shall  be  accomplished  by  the  officer  from  the  Accident  Investigation 
Bureau . 

.5     New  envelopes,  instructions  and  witness  cards  shall  be  secured  from  the 
Accident  Investigation  Bureau. 

9.125    Shall  have  and  maintain  a  currant  list  of  stolen  and  wanted  vehicles. 


9.127    Shall,  when  placing  spare  tires  in  the  trunk  compartment  of  radio  cars, 
properly  and  securely  bolt  them  to  the  tire  carrier. 

9.129    Shall  at  all  times  maintain  the  radio  car  antenna  in  a  vertical  position, 

except  when  entering  or  proceeding  through  passages  which  may  cause  damagB 
to  said  antenna  by  insufficient  vertical  clearance, 

9.131    Shall  respond  to  calls  for  police  service  when  assigned  by  the  Bureau  of 

Communications  regardless  of  their  particular  boundaries.   Said  assignment 
shall  be  acknowledged  via  radio  to  the  exclusion  of  telephone. 

9.133    Shall,  when  on  patrol,  or  while  responding  to  a  police  call,  notify  the 

Bureau  of  Communications  as  soon  as  possible  of  the  location  and  nature  of 
any  "on-view"  incident  requiring  the  attention  of  the  radio  patrol  car  operator. 
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9.135     Shall,  when  in  the  immediate  vicinity  of  a  serious  incident  and  not  other- 
wise actively  engaged  in  police  uork,  request  permission  via  radio  to  re- 
spond and  render  assistance  to  the  unit  assigned. 

.1      Shall  notify  the  Bureau  of  Communications  when  responding  to  the  aid  of  as- 
signed cars  in  such  incidents  and  again  when  returning  to  normal  service. 

.2      Shall  after  responding  to  the  scene  and  making  hie  presence  known,  immedi- 
ately return  to  normal  activity  if  his  services  are  not  required  or  upon 
thB  orders  of  a  superior  officer. 

9.137     Shall  in  responding  to  emergency  calls,  proceed  in  a  careful  and  prudent 

manner  operating  the  radio  car  with  due  respect  to  life  and  property.  Shall, 
in  appropriate  cases  approach  the  scene  as  quietly  as  possible,  with  no  unnecessary 
use  of  sirens  or  red  lights. 

9.139     Shall  if  first  to  arrivB  at  the  scene  of  a  serious  incident,  immediately 

determine  the  severity  of  the  situation  and  inform  the  radio  dispatcher  of 
the  need,  if  any,  of  additional  police  assistance. 

9.141     Shall  in  cases  where  a  robbery  or  other  felony  has  been  committed,  and  the 

perpetrators  have  left  the  scene,  obtain  and  furnish  communications  as  soon 
as  possible,  all  pertinent  information  as  to  description  of  perpetrators,  vehicles 
used,  etc. 

9.143     Shall,  when  going  out  of  service  on  station  complaints,  notify  the  Bureau 

of  Communications  giving  the  district  service  number.  Station  cars  res- 
ponding to  station  complaints  shall  report  in  and  out  of  service  via  radio. 

9.145     Shall  not  transport  in  a  police  vehicle  persons  suffering  from  contagious 

disease  or  sickness.  Any  vehicle  inadvertently  so  used  shall  immediately 
be  placed  out  of  service  and  so  maintained  until  otherwise  authorized  by  the  police 
.  surgeon.  Shall  immediately  report  such  use  to  his  platoon  commander  and  report  in 
writing  to  his  commanding  officer. 

9.147     Shall  remain  within  hearing  of  a  signal  calling  for  his  services  and  prom- 
ptly answer  and  respond  to  all  police  calls  assigned  to  him. 

.1      Radios  shall  be  turned  off,  at  all  times  when  the  operator  is  not  in  att- 
endance. 

.2      Lights  shall  be  turned  off  at  all  times  when  the  automobile  is  parked  un- 
less their  use  is  necessary  for  thB  safety  of  the  operator  or  vehicle. 

9.149     Shall  not  leave  his  vehicle  unattended  except  when  necessary  in  the  per- 
formance of  police  duty  or  in  cases  of  personal  necessity. 

.1      Shall  securely  lock  said  vehicle  while  unatteneded  and  keep  the  key  in  his 
possession. 

9.151     Shall  not  leavs  a  police  vehicle  at  any  place  other  than  the  garage  desig- 
nated for  same  without  permission  from  the  Chief  or  his  commanding  officer, 

9.153     Shall,  when  weather  conditions  necessitate  the  discontinuance  of  his  vehi»- 

cla,  immediaLely  notify  his  platoon  commander  and  perform  such  duties  as 
may  be  assigned. 

9.155     Shall  not  while  prisoners  are  being  transported  in  a  police  vehicle  stop 
to  permit  them  to  make  purchases  of  food,  tobacco  or  other  articles. 

9.157     Shall,  when  it  is  apparent  that  an  officer  may  have  to  remain  at  the 

location  Df  a  coroner's  case  for  an  indefinite  length  of  time,  immedi- 
ately notify  the  platoon  commander  of  that  fact* 
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9.159    Shall,  when  detailed  to  a  traffic  check,  post  himself  at  a  strategic  loca- 
tion near  the  end  of  the  check  area  where  he  will  be  visible  to  the  motor- 
ists and  in  a  place  where  ha  may  pursue  any  vehicle  which  attempts  to  elude  the  oth- 
er officers. 

.1     Shall  be  alert  for  any  stolen  or  wanted  autos  which  may  pass  through  the 
check  area.  Shall  cooperate  and  work  with  reserve  officers  detailed  with 
him  to  assist  in  checking  license  numbers  and  perform  such  other  duties  as 
may  be  assigned  by  the  officer-in-charge. 

9.161    Shall,  when  on  duty  in  the  sector  where  a  traffic  check  is  being  held  and 
not  otherwise  engaged,  make  frequent  passing  calls  and  render  such  assis- 
tance as  the  officer-in-charge  may  deem  necessary. 

9.163    Shall  not  unless  otherwise  ordered  by  the  Inspector  of  Automotive  Equipment 

permit  more  than  twelve  (12)  prisoners  at  any  one  time  to  be  carried  in  a 
police  patrol  wagon. 


9.165 

night. 

9.167 


Shall,  when  on  motorized  patrol  in  civilian  dress,  flash  the  red  light  as  a 
means  of  identification  in  approaching  the  occupants  of  any  parked  CBr  at 

Shall  not  Bxcept  in  case  of  emergency,  use  vehicles  other  than  the  depart- 
ment trucks  for  transporting  detour  barriers,  smudge  posts,  NO  PARKING  signs, 
etc. 


9.169    All  motorized  equipment,  EXCEPT  motorcycles,  shall  be  serviced  at  the  police 

garage  or  other  place  designated  by  the  Inspector  of  Automotive  Equipment. 
Normal  repairs  may  be  made  between  8:00  AM  and  2:00  AM  of  the  following  day. 

9.171    All  ordinary  motorcycle  repairs  and  servicing  shall  be  accomplished  at  motor- 
cycle headquarters  or  other  place  designated  by  the  Inspector  of  Automotive 
Equipment  between  8:00  AM  and  7:00  PM  daily,  except  Sunday. 


9.173 


PM. 


All  vehicles  requiring  radio  repair  shall  be  brought  to  the  Department  of 
Electricity  on  any  day  except  Sunday  between  the  hours  of  8:00  AM  and  UsOO 


HOMICIDES  AND  CORONER'S  CASES 


A  MEMBER 


9.179    Shall,  whenever  a  dead  human  body  is  found  by  him,  or  he  is  directed  to  the 

scene,  take  immeidate  steps  to  protect  said  scene  and  shall,  as  soon  as  pra- 
tical,  notify  the  station  of  the  district  involved,  Bureau  of  Inspectors,  Emergency 
Hospitals  and  the  Coroner's  0fficeo 

9.181    Shall,  when  circumstances  indicate  that  a  crime  has  bBen  committed  or  if 

first  at  the  scene  of  a  homicide,  immediately  note  all  particulars;  make  a 
record  of  the  position  of  the  body,  furniture  on  the  premises  if  found  in  a  room,  and 
location  of  articles  and  weapons  that  my  have  been  used  in  causing  death. 

9.183    Shall,  in  all  cases  of  homicide,  take  the  names  and  addresses  of  all  persons 
present,  or  persons  who  may  have  knowledge  of  the  incident,  and  if  necessary, 
detain  any  persons  whose  actions,  conduct,  statement,  declaration  or  testimony  may  in 
any  way  bB  relevant  to  the  investigation,  solution  or  prosecution  of  the  case. 

9.185    Shall,  in  all  cases  of  homicide,  prevent  all  persons,  EXCEPT  members,  deput- 
ies of  the  Coroner's  Office  and  deputies  of  the  District  Attorney's  Office 
from  entering  the.  scene  until  the  arrival  of  a  member  of  the  Homicide  Detail  who  will 
assume  command  of  thB  investigation. 


9.187 


dead. 


Shall,  upon  arrival  at  the  scene,  determine  if  an  authorized  person,  i.e.,  a 
licensed  physician  or  Emergency  Hospital  Steward,  has  pronounced  the  victim 
Police  Officers  are  not  authorized  to  pronounce  death. 
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9.189    Shall  not  move  or  search,  the  body,  clothing  or  premises  of  the  deceased  nor 

allow  any  person  except  the  Coroner,  Deputy  Coroner  or  someone  specifically 
authorized  by  the  Coroner  to  search  the  body,  clothing  or  premises  or  to  take  posses- 
sion of  property  at  the  scene. 

9.191    Shall  personally  u/itness  the  sBarch  of  the  person  of  the  deceased  by  the 
Coroner,  Deputy  Coroner  or  such  other  person  as  may  be  designated  by  the 
Coroner  and  obtain  a  receipt  from  said  person  for  the  property  taken  from  the  body  or 
thB  premises,  The  Inspector  assigned  the  investigation  may,  with  the  consent  of  the 
Coroner,  take  charge  of  any  Bvidence  relating  to  a  known  or  BuspBcted  homicids. 

9.193    Shall  make  a  written  report  of  the  search  indicating  in  dstail  the  proper- 
ty, if  any,  taken  in  said  search  and  attach  the  recBipt  for  same  to  ths  re- 
port. The  Coroner,  or  his  deputy  may,  in  cases  of  apparent  suicide,  take  charge  of 
any  suicide  notes,  wills  and  the  instrument  with  which  the  suicide  was  effected; 
The  written  content  of  such  notes  shall  be  quoted  in  the  report. 

9.195    Shall  remain  on  duty  at  thB  scene  of  a  homicide  until  the  body  is  remov/sd 

by  the  Coroner  or  until  a  member  of  the  Homicide  Detail  Bssumes  command.  In 
cases  of  non-violent  deaths,  a  member  may  be  relieved  by  another  member. 

9.197    Shall  not  be  responsible  for  the  notification  of  death  to  the  next  of  kin 
but  may  if  such  can  easily  and  readily  be  done. 

9.199    Shall,  in  all  cases  of  attempted  murder,  or  serious  assault,  take  in  writ- 
ing the  declarations  of  the  person  injured  and  read  same  to  him  for  veri- 
fication.  If  possible,  the  signature  of  the  injured  person  shall  be  obtained.   In 
case  the  assailant  is  in  custody,  he  shall  be  brought  within  the  presence  and  hear- 
ing of  the  person  injured  far  identification.  The  member  in  charge  shall  read  the 
statement  to  the  dsfendant  within  the  hearing  of  the  injured  person. 

9.201    Shall  in  all  cases  where  the  injured  person  may  die  before  the  District  At- 
torney or  his  assistant  arrives,  procure.,  if  possible,  the  declaration  of 
the  injured  person  in  the  following  form; 

.1     That  the  declaration  is  mads  under  a  aense  of  impending  death,  respecting 
the  cause  of  his  death. 

„2     That  he  believes  he  is  about  to  die. 

.3     That  the  injury  was  inflicted  by  (give  the  name  cf  the  person  causing  the 
injury). 

<,<»     The  causa  of  circumstances  that  led  thereto* 

»5     The  name,  age,  nativity,  residence  and  occupation  of  the  injured  party, 

9.203    Shall,  when  dying  declarations  era  procured,  obtain  if  possible,  witnesses 

to  same.  When  said  declarations  have  been  reduced  to  writing,  said  witness- 
es shall  3ign  their  names  as  such  together  with  their  residences. 
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FIRE  PROCEDURE 
ID.  DD 

A  MEMBER 

10. Dl    Shall,  when  he  discovers  or  has  his  attention  called  to  a  fire,  immediately 
send  in  an  alarm  by  the  most  expeditious  means. 

.1    If  a  telephone  is  available  the  fire  dispatcher  shall  be  notified  directly. 
(The  fire  dispatcher  may  be  reached  at  Underhill  1-8020). 

10. D3    Shall  immediately  ascertain  the  nature  and  extent  of  the  fire,  the  exact  loc- 
ation thereof  and  whether  or  not  there  is  located  in  the  immediate  vicinity 
any  hospital,  school,  theatrB  or  other  place  where  large  numbers  of  persons  are  assem- 
bled or  domiciled  and  who  might  be  in  danger  by  said  fire  or  the  extensions  thereof. 
Such  information  shall  bB  relayed  as  soon  as  possible  to  the  Bureau  of  Communications. 

10. 05    Shall,  after  sending  a  fire  alarm,  take  charge  and  be  responsible  for  the 
policing  of  the  fire  area  until  a  superior  officer  arrives  at  the  scene. 

10.07    Shall,  when  he  haB  ascertained  that  no  lives  are  in  peril,  attempt  to  clear 

the  immediate  area  of  vehicles  and  persons  who  may  hinder  the  fire  apparatus, 
or  other  emergency  equipment,  in  their  arrival  at  the  scene  of  the  fire. 

10.09    Shall,  if  not  otherwise  engaged  in  police  work,  and  on  duty  in  the  SECTION  in 

which  a  FIRST  ALARM  is  sounded,  proceed  to  the  scene  Df  thB  fire  and  report 
to  the  officer-in-charge. 

10.11    Shall,  upon  the  sounding  of  a  SECOND  ALARM  or  greater,  if  on  duty  in  the  dis- 
trict in  which  said  alarms  are  sounded,  report  to  the  officer-in-charge  at 
the  scene  of  the  fire. 

10.13    Shall,  when  an  alarm  is  sounded  on  or  near  the  boundary  line  of  two  (2)  or 

mora  districts,  if  on  duty  in  the  SECTION  of  such  districts  contiguous  to 
said  boundary  line,  respond  to  the  scene  of  the  fire  and  report  to  the  officer-in- 
charge. 

10.15    Shall8  when  his  attention  is  directed  to  a  fire  by  the  sound  of  sirens  or 

OTHERWISE,  ascertain  the  location  of  said  fire  and  whether  or  not  he  is  re- 
quired to  respond. 

10.17    Shall,  when  notice  is  received  that  an  alarm  to  which  he  is  responding  is 

fals8,  or  that  such  fire  has  been  extinguished,  notify  HI5  district  station, 
bureau  or  detail  and  immediately  return  to  duty. 

10.19    Motorcycle  officers  and  officers  assigned  to  the  Traffic  Enforcement  and  In- 
vestigation Division  who  are  patrolling  in  an  area  in  which  any  alarm  is 
sounded,  shall  respond  immediately,  or  if  otherwise  engaged  in  active  police  work,  as 
soon  as  such  duty  is  concluded,  to  the  scene  of  the  fire  and  report  to  the  officer-in- 
charge. 

.1     In  the  event  that  assistance  is  required  of  such  officers,  they  shall, 

through  their  respective  offivers,  have  themselves  placed  "out  of  service" 
with  the  Bureau  of  Communications  and  shall  continue  in  such  status  until 
reliBVBd  by  the  officer-in-charge  at  such  fire. 

.2    The  officer-in-charge  shall  relieve  such  officers  for  return  to  their  regular 
duties  when  their  services  are  no  longer  required. 

ID. 21    Shall  repo-rt  to  duty  at  a  fire  at  the  location  of  the  fire  signal  box  from 
which  the  FIRST  ALARM  of  fire  was  sent. 

10.23    Shall  not  allow  unauthorized  persons  to  be  admitted  within  fire  lines.   Par- 
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sons  allowed  within  fire  lines  are  aa  follows: 

.1    Mayor,  policemen,  firemen,  emergency  hospital  attendants  and  members  of  the 
Underwriters  Fire  Patrol. 

.2    United  States  Postal  Clerks,  and  employees  of  Public  Utilities,  if  in  the 
performance  of  their  respective  duties  in  connection  with  said  fire. 

.3    Officials  and  employees  of  the  State  Harbor  Commission,  if  the  fire  is  on  a 
wharf,  pier  or  bulkhead  under  the  jurisdiction  of  said  commission. 

,k  Owners  and  occupants  and  their  employees,  of  buildings  endangered  by  fire. 

,5    Persons  with  authorized  police  or  fire  line  cards,  signed  by  the  Chief  of 

Police  and  the  Chief  Engineer  of  the  Fire  Department,  respectively,  and.  re- 
porters with  current  press  cards:  provided,  however,  that  the  parsons  ment- 
ioned in  this  subdivision  shall  not  be  authorized  to  enter  buildings. 

10.25    Shall  be  responsible  for  enforcing  ordinances  pertaining  to  fires  and  per- 
taining to  emergency  vehicles  responding  thereto. 

10.27    Shall,  at  the  scene  of  the  fire  and  after  the  establishment  of  the  fire  lines 
divert  traffic  away  from  the  scene  of  the  fire. 

.1    Officers  assigned  to  fixed  post  traffic  (Co.K)  Bhall  remain  on  their  crossing 
and  direct  traffic  away  from  the  scene  of  the  firs. 

OFFICER-IN-CHARGE 

10.29    Shall  detail  members  responding  to  fir<ss  so  that  police  duty  will  be  effici- 
ently performad;  that  life  and  property  will  be  protected  and  the  commission 
of  crime  prevented. 

10.31    Shall  establish  fire  line  details  a  sufficient  distance  from  the  fire  tD  per- 
mit the  fire  department  to  work  without  interference.  Unauthorized  vehicles 
shall,  if  nec8ssary6  be  moved  outside  of  fire  lines. 

10.33    Shall  not  permit  unauthorized  persons  within  fire  lines  and  shall  see  that 

Section  13006  of  the  Health  and  Safety  Coda  and  Section  623  of  the  Police 
Code  are  rigidly  enforced. 

10.35    Shall  cooperate  with  the  off icer-in-charge  from  the  fire  department  and  shall 

see  that  streets  are  kept  open  for  thB  frea  and  unobstructed  entrance  and 
exit  of  fire-fighting  apparatus  and  other  emergency  vehicles*. 

10.37    Shall,  in  the  event  the  number  of  men  responding  to  the  fire  is  insufficient 
to  properly  police  same,  make  immediate  provisions  for  the  assigning  of  add- 
itional men  from  his  own  company,  if  available.   If  additional  men  are  not  available 
for  duty  at  the  fires  the  Buraau  of  Communications  Bhall  be  notified  of  that  fact, 
giving  the  number  of  additional  assignments  required. 

10.39    Shall  detail  a  member  to  protect  the  destroyed  or  burned  premises  when  the 
owher  or  his  agBnt  or  the  occupant  of  the  said  premises  cannot  bB  located. 

10. til    Shall  see  that  required  reports,  pertaining  to  the  fira,  ars  made. 
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JUVENILE  PROCEDURES 
11.00 


CLASSIFICATIONS 


11.01  MINOR  shall  mBan  any  person  under  the  age  of  twenty-one  (21)  years. 

11.03  JUVENILE  shall  mean  any  person  under  the  age  of  eighteen  (IB)  years. 

11.05  CHILD  shall  mBan  any  person  under  the  age  of  fourteen  (1*0  years. 

11.07  INFANT  shall  mean  any  person  under  the  agB  of  onB  (1)  year. 

11.09  DEPENDENT  alone  shall  mBan  any  person  under  the  age  of  eighteen  (18)  yBars  who 
is  the  victim  of  neglect,  mistreatment;  or,  any  person  under  the  age  of  eight- 
een (18)  years  who  comes  to  the  attention  of  the  department  and  is  in  need  of  protec- 
tive custody  or  social  treatment,  when  no  overt  act  defined  as  a  crime  has  been  com- 
mitted. 

11.11  JUVENILE  DETENTIONS 

JUVENILE  ARRESTS 

.1  Public  offenses  involving  specific  violations  of  law,  as  provided  in  Section 
602  Id.  &  I.  Code,  or  censurable  conditions  within  the  provisions  of  Section 
601,  ld„&  I.  Code. 

PROTECTIVE  CUSTODY 

.2  Detentions  made  in  those  instances  when  juveniles  are  victims  of  neglect  or 

mistreatment  or  in  need  of  protective  custody,  as  provided  in  Section  600  ld.&  I. 
Code. 

11.13  In  all  cases  where  a  juvenile  is  stopped  and  questioned  regarding  a  possible 

violation  of  the  curfew  law  or  any  other  offense,  and  a  violation  has  in  fact 
taken  place,  three  (3)  types  of  disposition  of  the  juvenile  are  available  to  the  off- 
icer: 

.1  If  the  circumstances  do  not  warrant  citing  or  booking,  the  officer  Bhall  ad- 
monish the  juvenile  concerning  the  violation  at  the  scene  of  the  questioning 
or  in  the  presence  of  the  parent  or  guardian,  and  shall  fill  out  a  FiBld  In- 
terrogation Farm. 

.2  If  the  circumstances  of  the  violation  are  such  that  it  should  be  brought  to  the 
attention  of  the  Juvenile  Court,  but  a  booking  is  not  deemed  necessary,  the  ju- 
venile shall  be  cited  and  a  Notice  to  Appear  Form  shall  be  served  an  the  ju- 
venile and  signed  by  the  parent  or  guardian. 

.3  If  the  circumstances  as  such  are  that  neither  of  the  first  two  are  applicable, 
the  Juvenile  shall  be  booked.  A  booking  shall  always  be  made  where  one  of  the 
following  conditions  exists 

A.  ThB  juvenile  is  in  need  of  medical  care  and  is  not  receiving  such  care. 

B.  The  juvsnile  is  destitute,  without  supervision,  and  is  in  need  of  pro- 
tective custody. 

C.  Release  of  juvenile  would  endanger  his  person  or  morals. 

D.  When  detention  is  a  matter  of  immediate  and  urgent  necessity  for  the  pro- 
tection of  the  juvenile  or  the  person  or  property  of  another. 

E.  The  juvenile  has  a  record  of  runaway  and  it  appears  that  such  juvenile  Is 
liksly  to  flee  the  jurisdiction  of  the  court. 

F.  The  gravity  of  the  offense  is  such  that  his  release  would  prove  dangerous 
to  public  welfare. 

G.  A  warrant  of  arrest  is  served. 
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FIELD  INTERROGATION  FORM 

11.15  In  all  cases  whBrein  the  juvenile  is  not  cited  or  booked,  this  farm  shall  be 

properly  completed  by  thB  investigating  officer  and  forwarded  through  channels 
to  thB  Juvenile  Bureau. 

JUVENILE  CITATION  FORM 
(Notice  to  Appear  PR  2.^.3.) 

11.17  Whenever  possible,  a  juvenile  should  be  released  to  his  parent  or  legal  guard- 
ian and  cited  to  appear  at  the  Juvenile  Court.  This  form  is  to  bB  properly 
filled  out  by  the  citing  officer;  copy  No.  3  to  the  person  cited.  Juveniles  shall  bB 
cited  to  appear  on  the  following  days  and  times: 

.1  Tuesday,  Wednesday,  Thursday  and  Friday  betussn  1:30  and  3:30  PM , 
.2  Allow  at  least  five  (5)  days  between  the  date  cited  and  date  of  appearance, 
EXCEPT  when  some  of  the  juveniles  have  bean  booksd  and  others  are  being  citBd 
for  ths  same  incident:   under  these  conditions  cite  the  juvenile  to  appear  on 
the  following  court  day.   If  several  juveniles  are  being  cited  for  ths  same 
offense  allow  twenty  (20)  minutes  between  appearances  for  each  family.  Ju- 
veniles so  cited  shall  be  accompanied  by  one  (1)  parent  at  the  time  of  appear- 
ance. 

11.19  Juvsnile  citation  forms  shall  not  be  ussd  in  lieu  of  traffic  citations  for  traf- 
fic violations. 

TRAFFIC  CITATIONS 

11.21  When  juveniles  are  cited  to  the  Juvenile  Court  for  traffic  violations,  allow 
at  least  eleven  (11)  days  from  date  cited  far  date  to  appear. 

.1  Juveniles  issued  traffic  citations  shall  be  cited  to  appear  between  2:00  PM 
and  3:30  PM  on  Tuesdays  and  Fridays  ONLY.   Juveniles  so  cited  must  be  accom- 
panied by  one  (1)  parent  at  the  time  of  appearance. 

ARRESTS 


11.23  Male  juvenile  arrestees  shall  be  searched  immediately  for  weapons,  narcotics 
and  items  of  evidence. 

11.25  Female  juvenile  arrestees  shall  not  be  searched  except  by  a  Woman  Protective 
Officer  or  Matron.   If  the  arestlng  officer  has  active  or  constructive  know- 
ledge that  such  femalB  prisoner  has  concealed  upon  her  person  a  dangerous  or  deadly 
weapon,  she  shall  be  properly  restrained  until  a  search  is  made  by  a  proper  pBTBon, 

PHOTOGRAPHING  AND  FINGERPRINTING 

SEARCHES 

11.27  All  juvsniles  may  be  photographsd  and  fingerprinted.  All  juveniles  fourteBn 
(1*0  and  over  shall  be  photographed  and  fingerprinted  at  the  Juvenile  Bureau 
prior  to  being  bookBd  at  the  Youth  GuidancB  Center  for  any  of  thB  following: 

Felony 

Serious  mlsdBmeanor  where  prints  may  aid 

in  an  Investigation 

Narcotics 

Gang  activities 

Escapes 

Any  sex  offense 

Any  assault  with  a  weapon  or  any  arrest,  while  carrying 

a  weapon 

11.29  Shall  notify  the  Juvenile  Bureau  of  all  juvsnile  arrests. 
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TRANSPORTING  JUVENILES  ARRESTED 

11.31  Mala  juveniles  shall  be  transported  in  the  Bame  manner  as  adultB. 

11.33  Female  juveniles  taken  into  custody  shall  be  dealt  with  as  far  as  possible  in 

the  presence  of  a  police  woman  or  other  adult  female.   If  no  such  woman  bB 
available,  two  (2)  policeman  shall  be  present  during  the  pBriod  of  transportation.   A 
time  and  mileage  check  shall  be  made  with  communications  giving  the  tima  and  mileage 
of  departure  and  time  and  mileage  at  the  destination. 

11.35  After  photographing  and  fingerprinting,  the  officer  bringing  thB  arrestBB  to 

the  Juvenile  Bureau  shall  then  transport  same  to  the  appropriate  place  of  de- 
tention. 

PLACES  OF  DETENTION  FOR  JUVENILES 

11.37  Juveniles  shall  be  detained  in  the  following  places: 

.1  Youth  Guidance  Center 
375  IjJoodsida  Avenue 

.2  Intoxicated  juveniles  and  those  under  the  influance  of  glue,  drugs  or  narcotics 
shall  be  detained  at  the  Mission  Emergency  Hospital,  22nd  and  Potrero  Streets. 

.3  Psychopathic  juveniles  shall  be  detained  at  the  Psychopathic  uJard. 

,k     Juveniles  who  have  an  apparent  injury  or  illness  shall  be  examined  at  the  Mis- 
sion Emergency  Hospital. 

.5  Unmanageable  mala  juveniles  shall  be  detained  at  the  City  Prison.   Unmanageable 
female  juveniles  shall  bB  detained  at  County  Jail  #1,  Hall  of  Justice. 

.6   Infants  shall  bs  examined  at  the  Mission  Emergency  Hospital. 

YOUTH  GUIDANCE  CENTER 

11.39  The  transporting  officer  shall  bring  the  juvenile  directly  to  the  Office  of  the 
Superintendent  at  thB  rear  of  the  Administration  Building. 

SEARCHES 

11.1*1  Shall  be  conducted  at  the  Admission  Desk  by: 

„1  The  transporting  officer  if  the  arrestee  1b  male. 
.2  A  matron  if  the  arrestee  is  female. 

ASSISTANCE 

11.^3  The  transporting  officer  shall  remain  in  attendance  until  the  juvenile  is 

placed  in  the  detention  room.   When  thB  juvBnile  is  considered  a  security  risk, 
he  shall  accompany  the  juvenilB  to  the  cottage  in  which  he  will  be  placed. 

DRUNKEN  JUVENILE 

11. U5     Shall  be  taken  to  the  Mission  Emergency  Hospital  for  examination. 

.1  If  the  physician  feels  that  the  juvBnile  must  remein  in  the  hospital,  the  off- 
icer shall  place  a  police  hold  on  the  juvenile  with  the  desk  steward  at  Mis- 
sion Emergency  Hospital. 

.2  When  possible,  procure  a  physicians  written  statement  indicating  that  the  ju- 
venile's condition  permits  detention  at  the  Youth  Guidance  Center. 
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.3  If  the  physician  fails  to  so  certify,  thB  juvenila  shall  remain  at  tha  hos- 
pital.  Should  tha  hospital  be  overcrowded,  tha  juvenile  shall  be  conveyed 
to  tha  City  Prison.   Authorization  shall  ba  received  from  tha  Admission  Of- 
ficer of  the  Youth  Guidance  Canter  before  taking  the  juvenile  to  the  City 
-  7 .son. 

-f •:-:----::  :_.£ M-ir 

11.^7  Shall  bB  transferred  from  Youth  Guidance  Canter  to  Psychopathic  ward  by: 

.1  Non-violent 

Radio  car  -  Company  I. 

.2  Violent 

'•' i  =  =  i z ~    -  z:  :: '-    .zzz~ . 

.3  JhBn  the  abova  transfers  are  made,  a  detaining  order  signed  by  tha  Judge  of 
tha  Juvenile  Court  shall  accompany  tha  juvenile. 

ll.<»9  Shall  ba  transferred  from  Mission  Emergency  Hospital  to  Youth  Guidance  Center 
by: 

.1  p=trol  wagon  -  Company  D. 

INJURED  OR  ILL  JUVENILES 

11.51  Juveniles  who  have  an  apparent  injury  or  illness  shall  be  examined  at  the  Mis- 
sion Emergency  Hospital  prior  to  being  admitted  to  the  Youth  Guidance  Canter. 
dhere  immediate  medical  attention  is  required,  such  treatment  shall  be  at  the  near- 
est emergency  hospital. 

_'  '-  .-■:-£--£..£  :_  ^  :_£5 


11.53  Pricr  zz    booking  and  processing  at  the  Youth  Guidance  Center  the  Admission  Of- 
ficer may  request  tti 

.1  ijn^anageablB  male  juveniles  be  transferred  to  and  Detained  at  the  City  Prison. 

.2  Unmanageable  female  juveniles  ba  -ransferred  to  and  detained  at  County  Jail 
"11  of  Justice. 

.3  f-uch  transfers  shall  be  saade  by  the  Mission  Patrol  w'agon. 

:• r-  ~z 

11.55  Uhen  ar.  Infant  is  taken  into  protective  custody  because  of  abandonment,  neglect 
or  abuse,  or  is  visibly  il-  ::  s_~"=ring  from  an  injury  or  disease,  said  infant 
shall  be  conveyed  to  the  Mission  Eirsr;;  ":   "  =  zi-5l  by  emergency  ambulance  crew  for 
examination  or  treatment. 

.1  The  emergency  ambulance  will  convey  the  infant  to  thB  Youth  Guidance  Centar  af- 
ter examination  or  treatment. 

.2  In  all  of  thz  above  instances,  the  officer  shall  fill  out  four  (<»)  copies  of 
the  Juvenile  Haii  Adaissicn  Slips  and  leave  same  with  the  steward. 

'iZt:~:~a-:z',  :--  =;-;•.,-  :-  :_--;:--,  _-£-.  :_.£,:_£  -£^:  :•,  ;..-:: 

11  57   Uhen  £  juvenile  ia  ^aken  into  custody  and  held  in  custody,  whether  it  be  at 

the  Youth  Guidance  Center,  City  Prison,  County  Jail,  San  Francisco  General 
Hospital  or  any  other  approved  place  of  canf  inar-ent ,  ~~s  i"r_:  =  r  taxing  the  juvenile 
into  custody  shall  be  responsible  for  the  immediate  notification  of  the  juvenile's 
parent,  guardian,  or  a  responsible  relative  that  such  juvenile  is  in  custody  and  the 
place  where  he  is  being  held.   Such  notification  shall  oe  made  as  follows: 
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.1   WHEN  A  JUVENILE.  A  LOCAL  RESIDENT. 

A.  Notification  may  be  made  in  person,  by  telephone  or  by  leaving  a  note  at 
the  place  of  residence  of  the  parent  or  guardian  when  verbal  communica- 
tion cannot  be  accomplished. 

B.  When  a  Juvenile  ia  taken  into  custody  in  an  areB  of  the  city,  distant 
from  the  parent's  or  guardian's  place  of  residence  and  verbal  notifica- 
tion of  the  custodial  hold  cannot  be  made  by  the  officer,  he  shall  con- 
tact the  district  station  within  which  the  residence  is  located  and  re- 
quest notification  be  made.   An  entry  shall  be  made  in  the  Log  8ook  of 
the  officer's  unit,  concerning  the  request. 

C.  The  district  station  receiving  the  request  to  make  notification  shall 
dispatch  an  officer  to  the  place  of  residence  of  parent  or  guardian.  If 
verbal  notification  cannot  be  made,  a  note  shall  be  left  containing  the 
fact  of  the  custodial  hold  and  the  place  of  confinement.  An  entry  shall 
be  made  in  the  log  book  concerning  the  request  and  action  taken.  The 
dispatch  officer  shall  notify  the  requesting  officer  or  the  unit  to 
which  he  is  attached  of  the  action  taken. 

.2   WHEN  A  JUVENILE '5  RESIDENCE  OUTSIDE  SAN  FRANCISCO 

A.  A  collect  telephone  call  shall  be  placed  through  the  Hall  of  Justice  tele- 
phone operator  to  the  residence  of  the  juvenile's  parent,  guardian  or  res- 
ponsible relative. 

B.  The  parent,  guardian  or  responsible  relative  3hall  be  informed  of  the  ju- 
venile being  held  in  custody,  the  reason  and  the  place  where  held. 

C.  The  parent,  guardian  or  responsible  relative  shall  be  advised  to  contact 
the  Youth  Guidance  Center,  375  lu'ood3ide  Avenue,  San  Francisco  Telephone 

numbers:  ^^   DflYS 731-57W3 

NIGHTS/U1EEK-END5/HCLIDAYS 731-5759 

D.  A  record  of  each  completed  call  shall  be  made  in  the  book  provided  for 
out-of-town  telephone  calls. 

E.  When  notification  cannot  be  made  by  telephone,  the  Juvenile  Bureau,  be- 
tween the  hours  of  8:00  AM  and  3:00  AM,  and  the  Bureau  of  Inspectors,  Room 
100,  between  3:00  AM  and  8:00  AM,  shall  be  contacted  and  requested  to  have 
a  teletype  sent  to  the  Law  Enforcement  Agency  of  the  juvenile's  place  of 
residence,  asking  said  agency  to  notify  the  parent  or  guardian  of  the 
holding  in  custody  of  the  juvenile.   Sufficient  information  shall  be  given 
so  that  proper  notification  can  be  maris. 

F.  The  members  of  the  Juvenile  Bureau  or  Bureau  of  Inspectors  shall  taake  the 
massage  transmission  request  in  triplicate.   The  original  and  one  copy 
shall  b6  sent  to  the  Bureau  of  Communications,  and  ons  copy  to  the  unit 
responsible  far  the  follow-up  of  the  case.  The  copy  received  by  the 
Bureau  of  Goramunication3  shall  be  forwarded  to  the  Juvenils  Bureau  upon 
completion  of  transmission  of  the  msssege,  uher=  it  will  be  filed. 

.3  The  officer  who  took  the  juvenile  into  custody  shall  include  in  his  incident 
report  whether  or  not  the  parent,  guardian  or  a  responsible  relative  was  ver- 
bally notified,  and  if  not,  what  action  was  taken  to  effect  tha  notification. 

RESPONSIBILITY  FOR  MAKING  JUVENILE  ARREST  REP0RT5 

11.59  The  officer  arresting  the  juvenile  shall  be  responsible  for  the  completion  of 
the  Arrest  Card,  Incident  Report,  Admission  form  at  the  Youth  Guidance  Center, 
and  any  related  reports. 
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UAIMTED  JUVENILES 

11.61  Members  of  the  department  desiring  to  place  a  WANT  in  the  juvenile  file  at  the 

Youth  Guidance  Center  shall  contact  the  Police  Liaison  Officer  at  the  Youth 
Guidance  Center  and  request  that  said  WANT  be  made. 

.1  In  placing  a  WANT  the  following  information  shall  be  furnished  the  Police  Li- 
aison Officers 

A.  Full  name  of  suspect  and  moniker,  if  any. 

B.  Full  description. 

C.  Reason  for  WANT 

.2  Type  of  crime  or  offense  for  which  the  suspect  is  under  investigation  stating 
specifically  the  date  of  occurrence  and  the  official  department  number  assign- 
ed to  the  report  on  file  with  the  Police  Department. 

MISSING  JUUENILES   (AIsd  see  section  9.81) 

11.63  In  all  cases  of  missing  children  under  the  age  of  eleven  (11)  years,  a  patrol 

car  shall  bB  dispatched  immediately  to  the  reporting  party  and  all  information 
regarding  such  juvenile  shall  be  transmitted  immediately  to  the  Bureau  of  Inspectors 
and  the  Juvenile  Bureau. 

.1  If  the  missing  child  is  believed  to  be  in  a  particular  location  in  S.F.  a 
patrol  car  shall  be  dispatched  to  search  the  vicinity 0 

.2  When  circumstances  indicate  the  need  for  an  immediate  search  for  a  missing 
child  the  platoon  commander  of  the  district  involved  shall  be  notified.  Said 
platoon  commander  shall  notify: 

A,  The  of ficer-in-chsrge  of  the  Bureau  of  Inspectors 

B.  The  off icer-in-cherge  of  thB  Juvenile  Bureau. 

11.65  When  a  parent  or  guardian  of  a  missing  juvenile  files  a  missing  persons  report, 

the  reporting  officer  shall  obtain  authorization  for  publicity,  E.G.,  newspapers, 
radio,  television,  etc.   If  permission  is  obtained,  the  reporting  officer  shall  re- 
quest a  clear  photograph  of  the  missing  juvenile  and  attach  same  to  the  original 
offense  report. 

.1-  All  teletypes,  telegrams  and  radiograms  shall  be  written  and  sent  over  the  sig- 
nature of  the  Chief  of  Police,  and  must  contain  any  related  information  per- 
taining to  the  case. 

EMERGENCY  MEDICAL  EXAMINATION 


11.67  When  an  emergency  examination  is  required  for  the  purposes  of  determining  if  a 

recent  sex  offense  has  been  committed  on  a  juvenilE,  the  reporting  officer 
shall  comply  with  the  following: 

.1  If  the  victim  is  under  the  age  of  eighteen  (18)  years,  a  concerted  effort  to 
obtain  the  consent  of  parents  or  guardian  must  be  made. 

.2  When  permission  is  obtained,  he  shall  proceed  to  Central  Emergency  Hospital 
where  the  doctor  on  duty  will  perform  such  examination.   If  permission  can- 
not be  obtained,  note  this  in  the  incident  report  so  arrangements  may  be  made 
at  the  Youth  Guidance  Center  for  such  examination. 

.3  Reporting  officer  shall  then  notify  the  person  on  duty  at  tha  Juvenile  Bureau. 

,k      The  physician's  report  shall  be  attached  to  the  incident  report. 

.5  The  reporting  officer  shall  thoroughly  examine  the  victim's  clothing  and  also 
the  suspect's  clothing  for  any  material  evidencB.  Said  clothing  shall  be  marked, 
tagged  and  forwardsd  to  the  Property  Clerk's  Office  as  evidence  in  this  case. 
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ARRESTS  AMD  BOOKING  PROCEDURES 
12.00 


ARRESTS 


12.00  .1  A  mBmbsr  shall  permit  any  person  arrested  (Including  intoxicated  persons  who 
request  same),  immediately  after  he  is  booked,  and  except  where  physically 
impossible,  no  later  than  three  hours  after  his  arrest,  to  make  two  completed 
telephone  calls  at  hi3  own  expense  and  in  the  presence  of  a  police  officer, 
one  of  which  completed  calls  shall  be  made  to  the  person  called,  who  may  be 
his  attorney,  employer,  or  rBlativB,  and  the  other  completed  call  to  a  bail 
bondsman. 

.2   In  District  Stations  if  no  pay  phone  is  available,  or  the  individual  does  not 
have  sufficient  money  to  make  such  call,  a  police  telephone  shall  be  used. 

.3   Long  distance  calls  shall  be  made  collect  or  by  the  use  of  a  pay  station  (coin 
box  telephone)  when  available  in  said  police  buildings.  If  no  pay  phone  is 
available,  a  police  telephone  shall  be  used  and  charges  shall  be  reversed  to 
the  person  receiving  such  call.  Fcr  this  purpose  and  in  the  accordance  with 
Section  12.55  of  the  Rules  and  Procedures,  the  Booking  Officer  may  return  to 
the  person  arrestsd  sufficient  money  from  his  property  to  pay  for  the  tele- 
phone call. 

,k       All  District  Stations  and  the  City  Prison  shall  maintain  a  record  book  which 
shall  indicate  the  day,  date  and  time  of  a  prisoner  telephone  call.  The 
prisoner  shall  bB  requirsd  to  sign  such  a  rBcord  book  opposite  thB  entry  for 
his  call.   In  case  a  prisoner  refuses  tD  sign  such  record  book,  proper  nota- 
tion shall  be  made  indicating  such  refusal. 

.5   The  person  actually  booking  such  prisoner  shall  enter  on  the  Record  of  Arrest 
in  ths  appropriate  space  provided,  whether  or  not  a  request  to  use  the  tele- 
phone was  made.   If  the  telephona  call(s)  ware  completed,  that  fact  shall  bs 
noted  on  the  Arrest  Record. 

12.01   When  an  arrest  is  made  by  a  member  other  than  a  member  of  the  Bureau  of  In- 
spectors, such  member  shall  report  to  the  officer-in-charge  of  ths  particular 
dstail  or  unit  spscializing  in  the  type  of  offen3B  for  which  such  arrsst  was  mads. 
Said  mEmber  shall  furnish  all  pertinent  facts  and  cooperate  in  every  possible  way  in 
the  presentation  of  the  case  in  court. 

12.03   Shall,  when  arresting  a  person  actually  in  charge  or  possession  of  United 

States  Mail,  accompany  him  to  a  post,  office;  or  to  his  destination  in  the  re- 
ceipt or  delivery  of  mail  within  the  limits  of  the  city  and  county  before  taking  him 
to  a  station  or  bureau.  No  such  person  shall  be  booked,  sxcept  in  felony  cases,  un- 
til all  of  the  facts  connected  with  the  arrest  are  submitted  to  the  member's  platoon 
commander  or  other  officer-in-charge  of  his  station  or  bureau,  and  in  all  such  cases 
the  superior  officer  of  the  person  arrested  or  detained  shall  be  immediately  notified, 
if  possible. 

12.05   Shall,  when  a  motorman  or  conductor  in  charge  of  a  street  car  is  arrested, 
accompany  said  prisoner  in  the  street  car  which  he  is  operating  to  the  car 
barn  to  which  he  belongs  or  to  soma  other  point  where  he  may  be  relieved.  Upon  said 
car  being  taken  to  the  barn  or  to  a  point  where  relief  may  be  effected,  the  prisoner 
shall  then  be  taken  to  a  station  or  bureau  to  be  booked. 

.1  The  forsgoing  requirements  of  this  rule  do  not  apply  where  the  motorman  or  con- 
ductor is  under  the  influence  of  intoxicating  liquor  and  public  interest  de- 
mands that  he  be  prevented  from  operating  or  controlling  said  street  car. 

12.07   Shall  not,  without  permission  of  his  commanding  officer,  make  an  arrest  in  any 

case  which  has  as  its  basis  so  called  family  or  neighborhood  controversies; 
provided  however,  that  nothing  in  this  section  shall  be  deemed  to  prohibit  a  member 
from  making  a  lawful  arrest. 

12.09   Shall,  when  a  fugitive  from  justice  wanted  in  another  state  or  county  is  ar- 
restsd, or  when  a  person  wanted  in  another  county  of  this  state  is  arrested 
without  a  warrant  notify  the  Bureau  of  Inspectors  immediately.   He  shall  furnish  the 
officer-in-charge  of  said  bureau  with  all  the  facts  and  circumstances  connected  with 
the  arrest,  and  immeidately  make  written  report  to  his  commanding  officer. 
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12.11   Shall,  whan  a  person  charged  with  the  operation  of  a  mechanical  apparatug 

which,  if  left  unguarded,  might  result  in  injury  to  persons  or  damage  to  pro- 
perty is  arrested,  dBlay  the  removal  of  such  person  until  such  time  as  the  mechani- 
cal apparatus  hBS  been  safBly  Bscured. 

12.13   Shall,  upon  the  arrest  of  any  male  person  charged  or  to  be  charged  with  the 

commission  of  a  felony,  or  upon  the  arrest  of  any  such  person  charged  or  to  be 
charged  with  the  commission  of  a  misdemeanor  under  suspicious  circumstances,  or  under 
conditions  indicating  that  said  misdemeanor  prisoner  might  be  armed  with  a  revolver, 
firBarm,  or  other  dangerous  or  deadly  weapon,  immediately  and  thoroughly  search  said 
prisoner.  If  any  such  weapon  is  found,  it  shall  be  immediately  taken  and  forwarded  to 
the  station  at  which  said  prisoner  is  to  be  booked. 

12.15   A  person  arrested  on  an  intemperance  or  insanity  warrant  shall,  between  the 

hours  of  8:00  AM  and  4:00  PM  except  Saturdays,  Sundays  and  holidays,  be  taken 
direct  to  the  office  of  the  detention  steward,  Psychopathic  Division,  San  Francisco 
Hospital:  between  the  hours  of  4:00  PM  and  8:00  AM  to  the  Mission  Emergency  Hospital. 
The  information  necessary  for  the  making  of  an  arrest  record  Bhall  be  brough  to  the 
station  keeper  by  the  officer  transporting  the  arrested  person. 

12.17   When  a  patient  or  inmatB  has  escaped  from  any  state  hospital  or  from  any  hos- 
pital or  facility  operated  by,  or  under  the  Veterans'  Administration  Df  the 
United  States  Government,  or  when  a  patient's  return  from  parole  has  been  authorized 
or  ordered  by  the  Department  of  Mental  Hygiene,  or  the  mental  institutions  facility  of 
the  Veterans •  Administration,  the  Sheriff  Df  any  county  in  which  he  is  found  shall 
WITHOUT  THE  NECESSITY  OF  A  WARRANT  OR  COURT  ORDER,  or  any  person  designated  by  the  De- 
partment of  Institutions  to  perfcrm  such  duties,  MAY  apprehend,  take  into  custody,  and 
deliver  him  to  a  atatB  hospital  or  to  a  facility  of  the  Veterans'  Administration. 

.1  The  Department  of  Mental  Hygiene  may  be  contacted  in  all  cases  of  uncertainty 
as  to  the  present  status  of  a  former  patient,, 

.2  Members  booking  persons  under  such  circumstances  shall  render  such  assistance 
as  may  be  required  by  the  steward  in  taking  the  prisoner  to  the  Detention  Ward. 

12.19   Shall,  when  making  an  arrest  for  violation  of  the  Alcoholic  Beverage  Control 

Act  in  a  case  where  the  action  to  be  taken  may  result  in  the  filing  of  an  ac- 
cusation against  the  licensee,  the  arresting  officer  shall  notify  the  control  officer 
at  Room  4041  Ferry  Building,  557-3771  (Day)  or  557-3770  (Night);  said  officer  will  be 
on  duty  until  3:00  AM  daily; 

12.21   When  a  member  of  the  Armed  Forces  is  arrested  by  a  member  for  any  crime  or  is 
involved  in  any  incident  ordinarily  requiring  police  attention,  the  arresting 
officer  shall  notify  the  Military  Police  Headquarters,  986-6771  or  local  1471  or  1472. 

12.25   Whenever  an  arrest  is  made  by  any  member  for  narcotic  violations,  the  arrest- 
ing officer  shall  ascertain  if  the  violator  is  a  merchant  seaman.  Members 
shall  be  on  the  alert  for  the  possession  of  a  Coast  Guard  "Z"  series  card  by  suspect9 

12.27   Officers  making  arrests  of  suspected  narcotic  users  and  addicts  should,  at  the 

time  of  arrest,  question  the  suspect  with  regard  to  his  whereabouts  for  the 
last  forty-eight  (48)  hours.  An  investigation  should  also  be  made,  if  possible,  from 
othBr  sources  as  to  his  whereabouts. 

12.29   Shall,  when  making  an  arrest  for  bookmaking,  pool  selling,  etc.,  notify  the 

Special  Agent  in  Charge  of  the  Racket  Squad,  Bureau  of  Internal  Revenue,  556- 
4564  or  556-4782. 

12.31   Shall  use  Section  13006  of  the  Health  and  Safety  Code  when  booking  persons 

who  interfere  with  firemen  or  other  public  officers  performing  official 
duties  at  tha  scene  of  a  fira. 

12.33   Detention  for  quarantine  may  be  requested  for  persons  arrested  for  soliciting 

or  engaging  in  prostitution  or  other  charge  involving  a  sex  offense,  by  the 
completion  and  submission  of  the  "Recommendation  for  Quarantine  Form"  by  tha  arresting 
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officer(s).   Such  quarantine  may  then  be  placed  by  the  Director  of  Public  Health,  or 
his  delegated  representative. 

12.35  When  questioning  suspects  regarding  immigration  violations,  the  possession  of 
a  social  security  card  is  not  sufficient  identification  in  itself.  In  doubt- 
ful cases,  assistance  may  be  obtained  from  the  Immigration  Bureau. 

12.37  Whenever  a  person  holding  a  permit  from  the  department  is  arrested  for  any  vi- 
olation of  law  or  ordinance  arising  out  of  the  operation  of  the  business  for 
which  said  permit  was  granted,  the  arresting  officer  shall  makB  a  written  report 
showing  in  detail  the  facts  involved,  and  shail  deal  specifically  with  the  following: 

(A)  Business  authorized  by  permit. 

(B)  Exact  name  of  permittee  as  shown  on  the  permit  or  license. 

(C)  Number  of  license. 

(D)  Date  of  expiration  of  license. 

(E)  Location  where  business  is  conducted. 

The  disposition  of  the  case  in  court  against  the  permittee  shall  also  be  reported  in 
writing. 

BOOKINGS 

12.39  The  booking  officer  shall  personally  book  all  prisoners  brought  to  his  station. 

12. kl     Shall,  when  a  prisoner  is  to  be  booked,  carefully  examine  said  prisoner  to  de- 
termine whether  or  not  he  is  suffering  from  any  illness,  injury  or  mark  of  vi- 
olence or  insanity.   If  such  be  discovered,  he  shall  cause  such  prisoner  to  be  prompt- 
ly conveyed  under  police  supervision  to  an  emergency  hospital  and  proper  record  made 
of  same.   The  same  procedure  shall  be  followed  when  a  prisoner  is  found  sick  or  injur- 
ed whilB  confined  in  a  cell. 

12.^3  Women  prisoners  shall  be  booked  at  the  City  Prison  ONLY.   At  the  time  of  book- 
ing, the  next  district  station  number  shall  be  ascertained  and  assigned.  On 
completion,  the  station  copy  shall  be  removed  and  forwarded  to  same. 

12.**5  Female  prisoners  shall  not  be  searched  at  the  station  except  where  such  search- 
ing is  done  by  a  police  woman  or  matron.   Female  prisoners  shall  be  transferr- 
ed as  soon  as  possible;  adults  to  the  City  Prison,  juveniles  to  the  Youth  Guidance 
Center. 


12.^7  Shall,  when  two  (2)  or  more  off 
ignate  one  (1)  of  said  officers 
ry  garment  on  the  person  of  said  priso 
letters,  cards  and  every  other  article 
glasses,  rings  and  wrist  watches.  Eve 
on  the  booking  counter  in  full  view  of 
the  prisoner.  If  the  prisoner  has  the 
property  taken  from  him  shall  be  exami 
searching  officer.  Articles  to  be  use 
remaining  articles  regardless  of  value 
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ner,  and  relieve  him  of  all  papers 
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shall  be  booked  as  property. 
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y  examinB  eve- 
,  documents, 
him  of  eye 
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officer  and 
all  items  of 
sence  of  the 
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12. U9      If  the  circumstances  indicate  that  a  thorough  search  would  require  the  remov- 
al of  clothes  and  garment.3  from  the  body  of  the  prisoner,  such  removal  shall 
be  ordered  by  thB  booking  officer. 

12.51  Shall  take  possession  of  all  personal  property  found  upon  the  person  of  a  pris- 
oner and  enter  a  detailed  description  of  same  in  the  property  receipt  portion 
of  the  Arrsst  Record. 

.1  All  U.  S.  monies  shall  be  clearly  reported  in  figures  and  words. 

.2  When  property  having  alphabetical  or  numerical  identification  symbol  is  taken 
from  a  prisoner,  the  name  or  make  and  factory  number  shall  be  indicated. 
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.3  Property  without  alphabetical  or  numerical  designation  shall  be  adequately  des- 
cribed. 

12.53  Unless  otherwise  prescribed,  all  prisoners  taken  into  custody  shall  receive  the 
defendant's  copy  (Property  Receipt)  of  the  Arrest  Record. 

.1  Prisoners  shall  sign  as  required  in  the  appropriate  space  on  the  Arrest  Record 
unless  unable  to  do  so. 

.2  In  the  event  a  prisoner  is  unable  to  sign  the  property  receipt  at  the  time  of 
booking,  his  signature  shall  be  requested  upon  release  or  discharge. 

12.55  Shall,  when  all  property  is  taken  from  a  prisoner,  return  only  aricles  es- 
sential to  the  personal  convenience  of  the  prisoner.  No  articles  shall  be  re- 
turned to  any  prisoner  by  which  he  may  effect  the  escape  of  himself  or  others.' 

12.57  Personal  property  taken  from  the  person  of  a  prisoner  shall  be  forwarded  at  the 
time  of  transfer. 

.1  Personal  property  accompanying  the  prisoner  or  held  in  the  office  of  the  pro- 
perty clerk  shall  be  returned  to  such  prisoner  upon  release. 

,2  The  officer  releasing  the  property  shall  obtain  the  proper  signatures. 

.3  The  signed  copies  of  the  property  receipt  shall  be  filed  in  the  office  of  the 
property  clerk. 

12.58  Money  and  property  taken  from  the  prisoner  which  may  be  used  as  "evidence" 
shall  be  packaged  and  marked  "Property  for  Identification",  separate  from  per- 
sonal property.   ThB  Arrest  Record  shall  identify  the  "Property  for  Identification" 
in  the  "remarks"  section. 

12.55  Shall  be  responsible  for  all  property  taken  from  prisoners,  either  as  evidence 

or  for  safe  keeping,  and  for  all  other  property  entrusted  to  his  care.  Hb 
shall  not,  while  such  property  is  in  his  custody,  allow  any  person,  Bxcept  a  supe- 
rior officer,  to  examine  or  interfere  with  it  in  any  way. 

12.61  Shall,  whBn  property  intended  to  be  used  as  evidence  in  the  prosecution  of 
criminal  cases  is  received,  list  said  evidence  on  the  record  of  arrsst. 

12.63  Shall,  when  narcotics  are  booked  and  held  as  evidence,  place  such  narcotics  in 

a  sealed  container  separate  from  all  other  property.  The  container  shall  be 
sealed  with  wax  and  the  signature  of  the  Booking  Officer  shall  be  written  across  the 
flap.   Narcotic  evidence  so  booked  shall  be  delivered  immediately  to  the  "Narcotic 
Drop"  located  in  the  wall  of  the  corridor  between  Room  *»35  and  Room  <<37,  fourth  floor, 
Hall  of  Justice. 

.1  The  special  9x12  manila  envelope  titled  "Analyzed  Evidence"  (PR  7.0. 12)  shall 
be  used  to  forward  suspected  narcotic  material  to  the  Crime  Laboratory  for  an- 
alysis.  This  envelope  ahall  only  be  used  to  forward  narcotic  evidence,  to  the 
exclusion  of  the  propsrty  envelope. 

.2  In  cases  where  more  than  one  (1)  envelope  is  required  for  material  mentioned  in 
a  single  report,  the  total  number  of  packages  will  be  entered  in  the  box  de- 
signated "total  package"  on  each  envelope  usBd,  and  the  number  of  the  individ- 
ual envelope  will  be  entered  in  the  box  titled  "Package  Number." 

ARREST 

A  minor  under  18  may  be  srrBsted  without  a  warrant,  if  reasoneblB  cause  is 
shown  that  he  violated  a  law  rBgardness  of  whether  it  be  a  felony,  or  mis- 
demeanor, as  defined  by  the  Penal  Cods  (625  W«.  &  I.).  Adults  and  minors  in 
California  now  havs  different  statutory  rights  involving  their  arrsst,  and  of- 
ficsrs  are  given  much  greater  powers  to  arrest  minors.  Additional  powers  are 
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given  to  arresting  officers  in  making  a  disposition  after  arrest  of  a  minor, 
per  Sec.  626  Id.  &  I.  Code. 

12.65  All  materials  marked  "Property  far  Identification",  except  thosB  too  bulky  to 

be  readily  handled,  shall  be  forwarded  to  the  Property  Clerk's  Office  with  the 
ordBrs,  or  the  first  scheduled  transfer-after  8:00  A.M. 

12.67  All  found  bicycles  shall  be  retained  at  the  station  for  a  period  of  forty- 
eight  C+8)  hours.   If  not  returned  to  the  owner  before  such  time  has  expired, 

Baid  bicycle  shall  be  forwarded  to  the  Property  Clerk's  office. 

12.68  Booking  procedure  on  parole  violators  and  parolees  from  State  Department  of 
Corrections. 

.1  Idhen  a  member  of  this  Department  arrests  a  person  for  the  commission  of  a 

crime  and  it  is  found  that  this  person  is  on  parole  from  any  of  the  adult  male 
institutions  of  the  State  Department  of  Corrections,  or  is  wanted  by  that  De- 
partment as  a  parole  violator,  in  addition  to  the  original  charge,  thB  per- 
son shall  also  be  booked: 

EXAMPLE:   EN.  RT.  DIR.  CORR . 
per  SEC.  3056  P.C. 

(The  abbreviations  shown  above  are  necessary  due  to  the  limited  Bpace  on  the 
arrest  card) 

.2   If  the  booking  is  made  between  8:00  AM  and  5:00  PM  of  a  working  day,  the  desk 
officer  in  the  business  office  of  the  Bureau  of  Inspectors  who  authorizes  the 
En  Route  booking  shall  notify  the  District  Supervisor  of  the  San  Francisco  Of- 
fice of  the  Department  of  Corrections.   557-1668 

Idhen  a  booking  on  the  above  charge  is  made  at  any  other  time  (Saturday,  Sun- 
day, Holiday  or  daily  from  5:00  PM  to  8:00  AM),  the  desk  officer  in  the  bus- 
inness  office  of  the  Bureau  of  Inspectors  shall  notify  the  above  office  as 
soon  as  possible  after  8:00  AM  of  the  next  working  day. 

.3   Immediately  following  such  notification,  an  agent  of  the  Department  of  Cor- 
rections will  be  assigned  to  make  an  investigation  to  determine  if  this 
charge  should  be  lifted  or  changed  to  a  direct  booking  per  Sec.  3056  PC.   In 
order  to  show  that  the  Department  of  Corrections  wishes  the  person  held,  and 
the  specific  date  that  the  request  was  made,  an  entry  shall  be  made  on  the 
Arrest  Record  as  follows: 

EXAMPLE:   SEC.  3056  PC 

P. A.  (Agent's  Name)  (Date) 

This  entry  will  usually  be  made  at  the  City  Prison  on  the  day  following  the 
original  arrest.   The  date  may  be  placed  following  the  agent's  name. 

12.69  Shall  not  accept  an  "Order  of  Discharge"  for  a  prisoner  confined  in  a  district 
station  when  it  is  necessary  for  the  prisoner  to  be  processed.   The  prisoner 

shall  be  transported  to  the  City  Prison  as  soon  as  possible  after  the  receipt  of  not- 
ice of  the  procuring  of  an  Order  of  Discharge. 

12.71  Persons  arrested  and  charged  with  violation  of  Section  6**7f  (Drunk)  of  the  Pe- 
nal Code  who  subsequent  to  their  detention  are  adjudged  sober  by  the  station 
keeper  or  prison  keeper  may  be  released  upon  bail  in  which  case  properties  may  be  re- 
turned to  the  defendant  as  prescribed. 

JUVENILE  BOOKINGS 

12.73  Shall,  when  a  juvenile  be  booked,  enter  on  the  Juvenile  Court  Admission  Slip, 

the  specific  charge,  such  as  211  PC  Robbery,  in  addition  to  the  section  of  the 
Welfare  and  Institutions  Code  involved.  The  same  entry  shall  be  made  on  the  record  of 
arrest. 
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EXAMPLES:   600  hi.   &   I.   Code  -  Shelter 

601  W.  &  I.  Code  -  Danger  of  leading  dissolute  life. 

602  W.  &  I.  Code  -  211  P.C.  -  Robbery 

12.75   In  all  bookings,  the  arresting  officer  shall  complete  the  charge: 

Example:   602  Id.  &  I.  Code,  UBB   P.C.  (Petty  Theft) 
Example:   602  W.  &  I.  Code,  211  P.C.  (Robbery) 

12.77   Juvenile  escapBes  from  atatB  and  county  public  institutions,  including  forest- 
ry camps,  shall  be  booked  as  follows: 

.1   When  no  new  offense  has  been  committed,  the  escapee  shall  be  booked  602  111.  & 
I.  CodB,  then  the  penal  code  section  and  type  (Escape),  and  an  incident  re- 
port shall  be  made. 

.2   When  there  is  a  new  crime,  the  person  shall  be  booked  602  hi.   &  I.  Code,  then 
the  new  crime  giving  penal  code  section  and  type  of  crime,  and  then  as  an  es- 
capee,  and  an  incident  report  shall  be  made. 

12.79   Juveniles  who  have  run  away  from  foster  homes,  private  institutions,  or  twen- 
ty-four (2*t)  hour  schools,  whether  placement  is  by  court  order  or  voluntary 
agreement  of  parents  or  guardian,  shall  be  booked  as  follows: 

.1   When  no  new  offense  has  been  committed,  the  juvenile  shall  be  booked  601  W.  & 
I.  Code,  Runaway.  An  incident  report  shall  be  made. 

.2   When  there  is  a  new  offense,  the  juvenilB  shall  be  booked  on  that  new  crime, 
602  U).  a  I.  Code,  new  offense,  and  runaway.  An  incident  report  shall  be  made. 

12.81   When  a  juvenile  has  entered  this  country  illegally  in  violation  of  the  U.S. 
Immigration  Laws,  and  has  committed  no  other  offense,  the  subject  shall  be 
booked  "Enroute  to  the  U.S.  Immigration  authorities". 

12.63   When  a  juvenile  is  a  member  of  a  branch  of  the  Armed  Forces  and  the  offense 
committed  requires  no  further  police  action,  his  case  may  be  transferred  to 
the  U.S.  Military  authorities. 

12.85   When  a  juvenile  is  cited  and  released  to  parents  or  guardian  and  later  it  be- 
comes necessary  to  dBtain  the  juvenile,  although  no  facts  have  been  disclosed 
which- would  sustain  a  new  charge,  the  following  procedure  shall  bB  followed: 

.1   Book  the  juvenile  using  the  original  charge 

.2   Make  a  supplementary  report,  setting  forth  the  reasons  why  the  juvenile  wbs 
originally  cited  and  the  reason  for  his  subsequent  booking, 

12.87   When  a  juvenile  has  been  arrested  and  detained  by  officers  of  this  department 

on  a  Juvenile  Court  OrdBr  for  Apprehension  or  on  a  warrant,  the  following 
shall  be  done; 

.1   Book  juvenile  on  warrant  or  court  order  at  thB  Youth  Guidance  Center. 

.2   Make  the  proper  offense  report. 

.3   When  a  juvenile  is  arrested  in  response  to  a  California  Youth  Authority  war- 
rant, he  shall  be  booked  "Enroute  to  California  Youth  Authority".  NotB  in  of- 
fense report. 

12.89   When  investigation  reveals  that  a  person  booked  as  a  juvenile  was  eighteen 

(18)  years  or  older  at  the  time  of  the  offense,  the  Investigating  officer 
shall: 

.1   Rebook  the  person  as  an  adult  at  City  Prison. 
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.2   Make  a  supplementary  report. 

.3   Notify  the  complainant  and  witnesses  of  said  changB. 

12.91   When  a  person  is  taken  into  custody  in  obedience  to  an  adult  warrant  and,  pri- 
or to  booking,  it  is  discovered  that  the  person  is  a  juvenile,  he  shall  be 
booked  on  the  warrant  and  detained  at  the  Youth  Guidance  Center. 

12.93   When  it  is  discovered,  prior  to  court  appearance,  that  a  person  who  has  been 

booked  as  an  adult  is  under  the  age  of  eighteen  (IB)  years,  the  following  pre- 
cedure  shall  be  followed: 

.1   The  adult  charge  shall  be  released  from  City  Prison  records  and  the  arrestee 
shall  be  rebooked  as  a  juvenile  at  the  Youth  Guidance  Center  and  a  supplemen- 
tary incident  report  made  by  the  transporting  officer(s). 

.2   The  officer  assigned  the  follow-up  investigation  of  the  case  shall  notify  the 
complainant  and  all  witnesses  that  the  person  arrested  was  a  juvenilB  and  if 
they  are  needed  to  testify  at  a  hearing  in  the  Juvenile  Court  they  will  bB 
notified  when  and  where  to  appear. 

12.9*»   When  it  is  discovered,  aftBr  a  court  appearance,  that  a  person  who  has  been 
booked  as  an  adult  is  under  ths  age  of  eightsen  (IB)  years,  and  the  Munici- 
pal Court  orders  the  juvenile  certified  to  the  Juvenile  Court,  the  following  shall 
be  the  procedure: 

.1   When  the  juvenile  was  in  custody  in  the  City  Prison  immediately  prior  to  go- 
ing to  court,  he  or  she  shall  be  returned  to  tha  City  Prison.  Ths  prison 
keeper  shall  make  arrangements  for  transfer  of  the  juvenile  to  the  Youth 
Guidance  Center. 

.2   When  the  juvenile  was  on  bail  and  upon  his  appearance  in  court  the  judge 

orders  him  into  custody,  the  Juvenile  Bureau  shall  make  arrangements  for  his 
transfer  to  the  Youth  Guidance  Center  by  uniformed  personnel  through  the 
Bureau  of  Communications. 

.3   The  adult  charge(s)  shall  be  released  from  City  Prison  records  and  the 

Juvenile  shall  be  rebooked  at  the  Youth  Guidance  Center  and  a  Supplementary 
Incident  Report  made.   Notification  of  the  complainant  and  witnesses  shall  be 
complied  with  as  stated  in  Section  12.93. 

12.95   In  order  to  comply  with  the  provisions  of  Section  1**12  of  the  Penal  Code,  each 

of  the  fallowing  named  members  is  hereby  designated  "the  clerk  or  other  per- 
son in  charge  of  the  police  office." 

.1  The  Property  Clerk. 

.2  The  prison  keeper  on  duty  in  City  Prison. 

.3  The  officer-in-charge  of  police  station. 

.U  The  station  keeper  on  duty  in  police  station. 

12.97   The  booking  officer  shall  be  responsible  for  the  acceptance  of  bail  and  the 
issuance  of  a  proper  receipt.   No  other  officer  shall  accept  bail  monies. 

12.99   Shall  accept  only  cash,  money  orders  and  chashiers*  checks  as  bail  dBposits. 

No  personal  checks  shall  bB  accepted.   In  the  event  bonds  are  to  be  pasted, 

the  defendants  shall  be  immediately  transferred  to  the  Hall  of  Justice  whera  thB  bonds 
can  bB  posted. 

12.101  WhBn  a  lawful  bail  deposit  other  than  cash  is  receivsd  for  a  foreign  warrant, 

the  check  or  money  order  muet  be  made  in  the  name  of  the  Municipal  Court  of 
San  Francisco. 

12.103  Shall,  when  a  prisoner  is  arrested  and  booked  on  a  foreign  warrant,  othsr  than 

traffic,  proceed  to  handle  SBid  prisoner  in  accordance  with  the  terms  of  the 
warrant  and  the  laws  of  ths  state.   In  all  auch  cases,  the  arresting  officer  shall 
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immediately  notify  the  Bureau  of  Inspectors  and  furnish  the  officer-in-charge  the  fol- 
lowing information: 

.1  Name  of  prisoner. 

.2  Crime  for  which  arrested. 

.3  Name  of  official  requesting  arrest. 

.h  County  in  which  warrant  was  issued. 

.5  Amount  of  bail  set  on  warrant, 

.6  Whether  prisoner  is  in  custody  or  to  be  released  on  bail. 

If  bail  1b  placed  prior  to  the  regular  transfer  of  the  prisoner,  he  shall  be 
transferred  to  the  City  Prison  for  processing  before  he  is  discharged  from  cus- 
tody. 

12.105  Deleted 

12.107  When  a  defendant  is  arrested  on  a  FOREIGN  MISDEMEANOR  WARRANT  and  wishes  to 
appear  and  contest  the  charge,  the  booking  officer  shall  make  out  an  arrest 
record  and  if  the  defendant  has  bail  to  be  pasted,  have  him  taken  to  the  Bail  Office, 
Municipal  Court,  Room  201,  Hall  of  Justice.   The  officer  taking  said  defendant  to  post 
bail  shall  have  in  his  possession  the  arrest  record. 

.1   Defendants  who  are  arrested  on  foreign  misdemeanor  warrants  are  entitled  to 
not  less  than  fivB  (5)  days  nor  more  than  ten  (10)  days  continuancs  if  they 
desire  to  appear  before  the  magistrate  and  contest  the  charge.   If  a  defendant 
states  that  he  will  forfeit  the  bail  by  not  appearing,  the  notation  "defendant 
will  forfeit  bail"  should  be  made  in  the  lower  left  hand  corner  of  the  warrant. 

12.109  ArrBst  records  shall  be  made  when  traffic  warrants  referred  to  as  Bench  War- 
rants and  Foreign  Warrants  are  served.   It  will  not  be  necessary  to  fill  out 
an  arrest  record  when  a  Prima  FaciB  Warrant  is  served. 

12,111  Shall,  when  booking  prisoners  under  sections  wherein  a  weapon  has  been  used, 
bank  said  weapon  as  evidence  under  the  original  charge. 

12.113  Shall,  when  booking  military  personnel,  record  the  full  name,  rank,  service 
number,  organization  and  station. 

12.115  Shall,  when  booking  person  arrested  for  jamming  parking  meters,  use  Section 
6*t0a  Penal  Code. 

12.117  Shall,  when  booking  persons  arrested  by  outside  agencies,  see  that  the  proper 
reports  are  completed  in  the  manner  prescribed. 


< 
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CITY  prison  procedure: 

13.00 


COMMANDING  OFFICER 


13.01   Shall  assign  at  least  (6)  members  to  be  on  duty  on  each  watch,  one  of  whom 
shall  be  a  non-commissioned  officer  designated  as  prison  keBpBr. 

13.03   Shall  assign  one  (1)  member  as  DESK  CLERK,  one  (1)  member  as  DOORMAN,  two 

(2)  members  as  WINGMEN,  (one  felony,  one  misdemeanor)  and  one  (1)  member  as 
MATRON.  Shall  also  detail  two  (2)  members  to  the  visiting  room  during  the  day  watch. 

13.05   Shall  cause  to  be  delivered  to  the  Property  Clerk  before  9:0D  AM  all  property 
coming  into  the  possession  of  prison  keepers. 

13.07   Shall  make  an  investigation  of  any  willful  inhumanity  or  oppression  toward 

any  prisoner  under  his  care  or  in  his  custody  and  forward  a  written  report  of 
his  findings  to  the  Chief. 

13.09   Shall  see  that  prisoners  are  supplied  with  blankets,  soap  and  towels  Bnd  com- 
pelled to  take  a  bath  Bt  least  once  a  week;  that  all  blankets  and  bedding 
used  shall  be  fumigated  before  given  to  a  new  prisoner  and  fumigated  weekly  during 
his  stay,  and  that  all  cells,  toilets  and  corridors  are  cleansed  with  proper  disin- 
fectant daily. 

13.11   Shall  see  that  all  lawful  orders  issued  from  the  Office  of  the  Chief  of 
Inspectors  regarding  prisoners  in  his  custody  are  efficiently  executed. 

13.13   Shall  see  that  no  persons  except  members  acting  in  an  official  capacity,  are 
permitted  to  interview  a  prisoner  confined  in  ths  City  Prison  unless  a  writ- 
ten permit  has  been  obtained  from  ths  Chief  and  said  prisoner  has  indicated  a  desire 
to  participate  in  said  interview. 

13.15   Shall,  whan  a  juvenile  is  certified  by  Bn  Adult  Court  to  the  Juvenile  Court, 
notify  the  Youth  Guidance  Center  of  said  certification  and  make  arrangements 
for  transportation,  via  the  Bureau  of  Communications. 

PRISON  KEEPER 

13.17   Shall,  before  assuming  charge  and  before  his  predecessor  leaves  the  prison 

have  a  check  made  for  the  purpose  of  determining  the  prBsance  in  custody  of 
all  prisoners  are  shown  by  the  records. 

13.19   If  any  prisoner  is  MISSING,  that  fact  shall  be  immediately  callBd  to  the 

attention  of  the  prison  keeper  in  charge  and  both  prison  keepers  shall  im- 
mediately make  an  investigation  to  determine  the  cause  of  such  absence.   If  the  pris- 
oner cannot  be  located  in  the  prison,  the  prison  keeper  being  relieved  shall  immedi- 
ately  notify  the  Office  of  the  Chief,  the  Office  of  the  Chief  of  Inspectors  and  ths 
Commanding  Officer  of  the  Prison.  Complete  writtsn  reports  shall  ba  made  by  both  pris- 
on keepers. 

13.21   Shall,,  in  the  absence  of  the  commanding  officer,  be  in  charge  of  the  City 
Prison. 

13.23   Shall  be  responsible  for  the  correctness  and  preservation  of  the  records  of 
arrest. 

13.25   Shall,  during  his  tour  of  duty,  make  frequent  inspections  of  all  cells,  both 
male  and  female. 

13.27   Shall  be  responsible  for  any  willful  inhumanity  or  oppression  toward  any 
prisoner  in  his  custody. 

13.29   Shall  have  jurisdiction  over  any  member  entering  the  City  Prison  in  charge 
of  a  prisoner. 
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13.31    Shall  see  that  female  prisoners  brought  to  the  City  Prison  are  delivered  to 
the  matron  to  be  searched.  The  officer  bringing  said  prisoner  shall  remain 
until  the  search  is  completed  and  the  prisoner  is  placed  in  her  cell. 

13.33    Shall  receive  and  make  available  to  the  Bureau  of  Identification  Personnel, 
all  prisoners  requiring  processing 

13.35    Shall  sBe  that  every  felony,  en  route  and  narcotic  prisoner  brought  to  the 

City  Prison  during  hiB  tour  of  duty  is  stripped  completely  and  his  clothing 
searched  thoroughly.  The  officer  bringing  said  prisoner  into  the  prison  shall 
search  him  and  be  held  responsible  for  any  contraband  left  on  his  person. 

13.37    Shall,  when  a  transfer  is  made  from  a  station,  check  each  prisoner  for  in- 
juries, whether  recent  or  old,  and  see  that  b11  injuries  mentioned  on  the 
transfer  sheet  correspond  with  thosB  on  the  prisoner. 

13.39    If  any  prisoner  appears  to  be  sick  or  injured  and  has  not  receivsd  treat- 
ment, or  any  prisoner  who,  in  the  opinion  of  the  prison  keeper  needs  further 
treatment,  such  prisoner  shall  be  taken  to  the  emergency  hospital  before  being  re- 
ceived at  the  City  Prison. 

13.41    Shall,  when  a  prisoner  becomes  sick,  disabled,  or  complains  of  sickness  or 

injury,  immediately  report  said  fact  to  the  City  Physician  should  said  phy- 
sician be  in  the  City  Prison  at  the  time.   If  the  City  Physician  is  not  so  present, 
the  prisoner  shall  be  transported  to  an  emergency  hospital. 

13. 43    Shall  see  that  the  proper  Incident  Report  is  mada  when  an  outside  agency 
makes  an  arrest  and  the  prisoner  is  booked  at  the  City  Prison. 

13. 45    Shall,  whenever  presented  with  a  writ  of  Habeas  Corpus  ascertain  if  an  orig- 
inal has  been  served  on  the  Chief. 

13.47    Members  assigned  to  the  City  Prison  shall  perform  such  duties  as  may  be  as- 
signed in  addition  to  the  specific  duties  herein  set  forth. 

DESK  CLERK 

13.49    Shall  aid  the  prison  keeper  in  the  booking  of  prisoners  not  previously  book- 
ed at  tha  district  stations. 

13.51    Shall  check  names  and  descriptions  of  prisoners  transferred  from  district 

stations  with  those  on  the  arrest  records  to  ascertain  if  the  prisoners  are 
the  correct  ones.  If  a  discrepancy  is  found,  he  shall  immediately  notify  the  prison 
keeper  of  that  fact. 

DOORMAN 

13.53    Shall  have  possession  of  tha  kaya  to  thB  City  Prison  doors,  and  be  raspons- 

ible  for  all  persons  entering  and  leaving  tha  priBon.  Shall  question  all 
parsons  Entering  and  leaving  thB  prison  whom  he  cannot  identify  and  consult  the 
prison  keeper  in  such  cases. 

13.55    Shall,  when  the  visiting  room  is  closed,  receive  all  permits  issued  by  thB 
Bureau  of  InspBctors  for  pBrmissian  to  visit  prisoners.   If  said  permit  is 
received  from  a  bail  bond  broker  or  an  attorney,  he  shall  present  said  permit  to  the 
prison  keeper. 

13.57    Deleted 

UJINGMEN 

13.59    Shall  check  all  prisoners  in  his  wing,  in  company  with  the  officer  being  re- 
lieved to  ascertain  if  all  are  accounted  for.   If  any  prisoner  is  unaccount- 
ed for,  the  prison  keeper  shall  be  notified. 

13.61   Rewritten  and  moved  to  13.33 
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13.63    Shall  lock  and  secure  in  proper  cells  all  prisoners  assigned  to  his  respect- 
ive wing. 

13.65    Shall  frequently  inspect  the  cbIIs  and  observe  the  condition  of  prisonBre. 
If  any  are  found  sick,  injured,,  disabled  or  complain  of  illness  or  injury, 
that  fact  shall  be  immediately  reported  to  the  prison  keeper  as  well  as  any  occur- 
rence whereby  prisoners  may  attempt  to  injure  themselves  or  others. 

13.67    Shall  not  permit  any  written  correspondence  to  be  sent  from  prisoners  con- 
fined in  his  section  to  other  prisoners  or  to  persons  outside  of  the  prison 
except  on  the  order  of  the  commanding  officer  or  the  prison  keeper.  He  shall  not  per- 
mit any  communication,  written  or  oral,  between  prisoners  who  are  ordered  to  be  kept 
separate. 

13.69    Shall  on  each  watch  make  out  prescribed  prison  records  which  include  names 

of  prisoners  in  Felony,  Misdemeanor  and  Drunk  Toper  Cells.  The  name  of 
each  prisoner  in  custody  in  the  several  cbII  blocks  shall  correspond  with  the 
cell  numbsr.   (All  notes  and  captions  over  the  prisoner's  nams  shall  be  copiBd  cor- 
rectly). 

13.71    Shall,  on  the  day  watch  receive  from  the  bailiff  the  calendars  of  the  var- 
ious courts  where  prisoners  are  to  be  arraigned.  Shall  prepare  a  list  from 
said  calendars,  check  each  prisoner  by  name  and  place  the  number  of  the  court  over 
same.  Shall  use  said  list  in  reporting  the  disposition  of  prisoners  discharged  or 
returned  from  the  courts.  Dispositions  of  felony  prisoners  shall  be  shown  on  the 
felony  card  index  files. 

13.73    Moved  to  13.35 

MATRON 

13.75    Shall  have  charge  of  and  be  responsible  for  all  female  prisoners  under  her 

care.  Shall  not  leave  the  prison  while  on  duty  without  permission  from  thB 
commanding  officer  or  the  prison  keeper. 

13.77    Shall  lock  and  secure  in  proper  cells  all  female  prisoners,  shall  inspsct  the 

calls  frequently  and  observe  the  condition  of  thB  prisoners  and  if  any 
should  be  found  sick,  injured  or  disabled,  the  facts  shall  be  immediatsly  reportsd  to 
ths  prison  keeper .  Shall  also  report  to  the  prison  keeper  any  occurrence  whersby 
prisoners  may  attsmpt  to  injurB  themselves  or  others. 

13.79    Shall  not  permit  any  written  communications  to  be  sent  from  prisoners  con- 
fined in  her  section  to  other  prisoners  or  to  persons  outside  of  the  prison 
except  on  the  orderB  of  ths  commanding  officers  or  the  prison  keeper.  Shall  not  per- 
mit any  communication,  written  or  oral,  between  prisoners  who  are  ordersd  to  be  kept 
separate. 

13.81    Shall  not  carry  any  messages,  or  transact  any  business  for  prisoners,  or 

converse  with  those  held  on  felony  charges  about  their  cases,  except  by 
permission  of  the  prison  keeper. 

13.83    Shall  accompany  and  remain  in  view  when  female  prisoners  are  being  inter- 
viewed by  attorneys  or  other  persons. 

13.85    Shall  not  receive  or  antertain  visitors  while  on  duty. 

13.97    Deleted 

VISITING  ROOMS.  MEMBER5  DETAILED  TD 

13.89    Shall  record  the  times  and  names  of  bail  bond  brokers  and  attorneys  who  have 
visited  prisoners  during  the  past  twenty-four  (2<»)  hours. 
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13„91    Shall  receive  all  permits  during  the  hours  fchs  visiting  roam  1b  open.  Shall 
accompany  the  prisoners ,  to  and  from  the  cell  blocks  and  the  visiting  room. 

13.93    Shall  receive  and  carefully  examine  all  articles  left  for  prisoners  to  the 
end  that  no  contraband  will  be  smuggled  into  the  prison,  Money  left  for  a 
prisoner  shall  be  placed  in  a  property  envelope  with  ths  amount  of  money  and  the 
prisoner's  name  thereon?  said  envelops  shall  be  placed  in  the  prison  commissary. 


13.95 


Deleted 
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